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Good Llace to Work’ 


Felephone people know from their ex- 
perience over many years that the telephone 
company is “a good place to work.” 

Wages are good, with regular, progres- 
sion raises. There is a complete Benetit and 
Pension Plan with all costs paid by the 
company, 

The work is interesting, with many 


opportunities tor advancement. Last vear, 


for instance, more than 45,000 Bell Tele- 
phone men and women were promoted to 
higher jobs, 

Telephone people have found respect 
and opportunity in the business. They've 
found pleasant associates and fair play: 
significantly, about one out of every four 
new employees is recommended by a 


present employee. 
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Golden Gate 


Our cover picture shows a view of under Pershing Square. San Fran- 
San Francisco—home of the famous cisco has more than 200,000 passenger 
Golden Gate bridge. The view is of cars registered, and there are about 
Union Square, and underneath the 30,000 commercial vehicle registra- 
peaceful block is a huge garage where tions. The city’s population is more 
1,700 cars can be parked. Grass, flow- than 750,000, but the total retail 
ers and walks have been restored, and trading area is listed as more than 
citizens can rest on the park benches 1,800,000. We should also call atten- 
in complete ease while hundreds of tion to a couple of stories scheduled 
cars emerge from the garage like ants for next month: the first in a series 
from an anthill. Many other cities are of articles on lighting, and also a 
considering similar solutions to their story that tells what several com- 
downtown parking problems, and Los panies are doing to cut down on ab- 
Angeles is already building a garage senteeism 
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DICTATING MACHINE 


Lets You Change 


Your Mind... 


When vou dictate a letter on a 


Miaster vou cam actually 


hange what vou said, just by falk 


the unwanted words. The 
uninterrupted perfect dicta 
won that any can tratise rile 


and correctly 


And Miaster 


ies 


be erased used 
warn and agains Your mitial supply 


blanks 
No ement 


cost. No 


orecordiny 


are only twooof the wavs a 


These 
Miaster cuts the cost of writ 


\ 


a letter, For the full story, mail 


the COM pon tinday 


MAGNETIC pisc DICT ATION 


Magnetic Recording Industries 
30 Brood $1. New York 4 
Please send me complete information about the 


Vouwe Marte 


Nome 


MAGNETIC RECORDING INDUSTRIES 
30 BROAD STREET, NEW YORK 4, N. Y. 


Letter from Abroad 


lo the Editor 
Spanish magazines often insert let- 
abroad to the editor, and as 
of the Briam Club I should 
ery much obliged to you if 
i Would kindly insert in your mag- 
North Ameri- 


yur letter to our 

ean trends 
In the f 
to Improve our 
North 
our country 


anxious 
your 


rst place, we are 
knowledge of 
American books are 

rare probably 
jue to shortage of currency for their 
refore we beg all 


language 


import ind 
American boys and girls who wish to 
favour to send us a 
In exchange, we 
Spanish 


us a great 
second-hand novel 
will send them a_ typical 
other hand, we are about a 
thousand Spanish students wishing to 
correspondence with our 
ics in order to know 


Con the 


exchange 
American colle 
more about r 
I sincerely hope 
able to insert our letter, as our club 
into two camps 
ill not publish 
r, an to which I 
betting you will, As I 
North American 
Old World, I 


ruarantee our 


country 
that vou will be 


has been divided 


one saving that you 


ld receive more 
PRESIDENT 
Maest 


Executive Shortage 


To the Editor 

I am very much interested in your 
articles on the subject of 
shortages in the executive field. I am 
trying to build up a file on executive 
development and find these articles 
very helpful. Could you please tell me 
if these articles (March to August 
1952) are available in reprints, and 
if so, please send them to me.—-Mary 
ANNE McCLune, Research, Glover As 
sociates, Inc., Chrysler Building, Neu 
York 17, N. Y 

Miss : These articles aren't 
available in reprint form as yet. How- 
ever, if we receive enough requests 
for them, we will produce a set of 
reprints, including all of the five arti- 
cles in one folder. It will cost, proba- 
bly, about 50 cents a copy 


series oft 


More on Executive Shortage 


To the Editor 

I certainly appreciate your thought 
fulness in sending me all six copies 
excellent article on manage 


1952 issues) 


of yvour 
ment (March to August 
This problem is one of the most criti 
cal and important facing all manage- 
ment and training people today. Arti 
cles such as yours, analyzing what is 
and what the current think 
ing is. are most helpful —FReperick 
W. Dow, Sales Department, The Dow 
Midland, Mich 
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Volume on Insurance 


der 
Bigel: 
Ine 
Mer. “When the Wrong Pet 
son Drives a Company Car" is not a 
ime, but an article by Mr. Belt 
Since we've never re printed this arti- 
le, we're sending you tear sheets 


Thank you for your interest 


Railroad Utopia 


To the Editor 
I have just read your article on the 


fining car service of the Rock Island 3: 
Lines (July issue), and thought I MAKE BRIGHT COPIES 
would tell you of my experience on 


this line between the Twin Cities 


and Houston, Texas. Other parts of LV) : 
their line may be the Railroad Utopia ’ 3: 


of which you write, but I can assure 


you that such is not the case on the ¥ 
Minneapolis-Houston route YOU PE WRITE OR DRAW 
I have personally made the round G 3 
trip between here and Houston six : 
times in the last year. They have to- : «no stencils, no mats 
lay exactly the same menu that they : ¥ no inking, no make-ready 
had a year ago. By the same menu, I : 3 
mean not only the same items on the 
menu, but I seriously believe the 
same menu card is being used, when 
one considers how shop-worn and 
lirty it is 
It is impossible to get a piece of ~ 
beef anywhere at any time on the DIRECT PROCESS “LIQUID DUPLICATOR 
Rock Island Line on this run. The : 
dining cars are not clean, and the Be The new Ditto D-10 provides the quickest, most eco- 
whole atmosphere of their dining > a nomical and the most satisfactory way to make copies 


cars is not in any way conducive to E It's ready for immediate use—no stencil to cut, no type 
convivality, which adds to the pleas- b to set, no inking, no make-ready 
ire of a train trip—CHartes W It copies directly trom your orginal writing, typing 
GRENELL. assistant to the preside nt, or drawing; one two, three or four colors in one opera 
J tion, copies per minute 400 of more from each 
M. F. Patterson Dental Supply Co., — master; on varying weights of paper or card stock; 
St. Paul, Minn 3°x5 up to 9x 14” in size 
Dean Mr. GRENELL: I was very 7 PRINTS IN ONE TO FOUR COLORS AT ONCE 
much interested in your letter to Mrs 7 The sleek lines of the D-10 proclaim worthiness within. 
Minaker concerning the Twin Star La ; It has smooth, balanced action. It has wear- and cor- 
Rocket Dining Car Service rosion-resisting stainless steel parts. Sure and 
I rode the Twin Star Rocket from 4* simple, i makes an expert of any user. Mail the coupon 
Ft. Worth to Herington, Kansas this for a fascinating free folder providing more details 
spring, but on that short run I got HUNDREDS OF USES 
on after supper and got off before ‘ : Sales Letters * Bulletins * Mops ° Price Sheets * Menus 
breakfast, but the train itself seemed $ : Quotations, Bids * Postcords *Estimotes * Blank Forms 
better than average . 4 Sketches * Statements * Specifications * Graphs 
On other runs on the Rock Island, : Contracts * Music Scores * House Orgons * Notices 
such as between Chicago and Denver 
Chicago and Des Moines, I have found J -ooceseeo* 
the food reasonably good certainly 
better than the eastern roads S pITTO, Inc, 2301 Toronto 
Of course you understand that the ; in Canada Otte of 
railroads are finding it extremely ‘ 
difficult in these days of high beef 
prices. I do not know any place in 
Chicago where you can obtain a 
jecent steak for less than $4, and 
it may be that the Nock Island feels ‘ 
that its patrons cannot, or will not address Senne 
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Top quality filing at new low prices! 


For all of your tracing — blueprint — plans filing needs 


A new ror guatity, modular design Map and 
Plan Drawer File is not news but the low cost of 
this Diebold file is definitely news! 

Through mass production economies, Diebold is 
able to manufacture this quality file which exceeds 
Government speeiteations and pass on the savings. 

Look at these features: All steel construction, hard- 


new 


“modular” 5 drawer sections 


2 ORAWER UNIT 3 ORAWER UNIT 


Counter Height 


ONE DRAWER UNIT 


ened steel rollers, hinged flap compressors and rear 
hood, baked finish and quality hardware. And, of 
course, modular design that allows you to add 5 
drawers at a time. 

Use the coupon below for complete specifications, 
prices and delivery information— but act today while 
supplies are available. 


Serving business Jor over years 


record handling systems 
2003 Mulberry RWd., S.E., 
Canton 2, Ohio 


Send me complete facts on Diebold Map and Plan Drawers. 


NAME 
COMPANY 


ADDRESS 


Factory branches and dealers in ol! principal cities 


Microfilm rotory, vertical and visible filing equipment safes, chests and vault doors * bank vault equipment burglar alarms 
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$24,000,000 A Year is alleged to 
be the sum wagered by gamblers in 
northern Illinois each year. This is 
believed to be an extremely conserv- 
ative estimate, for it is based on 
taxes paid to the Federal Govern- 
ment by gamblers. Scarcely any- 
body believes that the gamblers are 
overly conscientious about report- 
ing ali their taxes. Gambling hurts 
business; it slows collections; it 
keeps workers in a state of worry 
and apprehension; it disrupts fam- 
ily life. Perhaps the only hope of re- 
ducing its impact upon business is 
a campaign of ridicule, pointing out 
the odds against the player in all 
professional gambling enterprises, 
and especially in the colossal policy- 
wheel type of gambling so favored 
by our colored brethren. Business 
might possibly be justified in finance 
ing a strong campaign of advertis- 
ing pointing out that gambling is a 
chump’s activity, that its victims 
are suckers, that the chances of 
winning are remote, to put it mildly 
Such a campaign, staged on a big 
scale, persistent and continued, 
might do more to stamp out the evil 
than any other activity. Certainly 
we have about given up all hope 
that the law enforcement agencies 
are going to do much about it 


Labor Contracts tied to the cost of 
living brought raises to something 
like a million workers in late Aug- 
ust. These workers, including both 
General Motors and Ford employ- 
ees, will obtain a 3-cent-an-hour in- 
crease as a result of cost of living 
advances reported by the Bureau of 
Labor Statistics. White collar work- 
ers at General Motors will receive 
similar compensating increases, but 
will be paid in a lump sum in De- 
cember. Seems as if this method of 
adjusting labor rates is a consider- 
able improvement over the coal 
industry’s perennial strikes and 
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threats of strikes, memorial work 
stoppages, and other costly devices 
to injure the coal industry and the 
public 


Gwilym A. Price, Westinghouse 
president, remarks that his com- 
pany must now earn 2 dollars for 
the Government so that it can set 
aside 1 dollar for dividends, debt re- 
tirement, expansion of facilities 
and reserves. A year ago this 2- 
dollar figure was $1.38, and 2 years 
ago only 40 cents. Well, that shows 
pretty well, it seems to us, how 
much more efficient business needs 
to be-—-or how much less efficient 
and thrifty the Government has 
become 


Political Campaign, up to late Au- 
gust, was confusing most of the 
voters. Stevenson is alleged to have 
referred to “the mess in Washing- 
ton.” Sparkman alluded as how the 
steel strike handling was bungled 
And on top of this, Eisenhower says 
he agrees that we were right in go- 
ing into Korea, and that he is for 
the social gains of the past 20 years 
Of course, we expect the campaign 
to get hotter as the weather cools 
but up to now, the Republican can- 
didate is saying kind things about 
the Democrats and the Democrats 
are saying unkind things 
other Democrats. 


about 


Edwin H. Mosler, Jr. has been 
elected president of the Mosler 
Company, the fourth Mosler to head 
this great company. Mosler’s grand- 
father was a pioneer in the safe 
business, and it was probably 
through his efforts that two of the 
largest safe factories, Mosler and 
Herring-Hall-Marvin, are in the 
same block, but on opposite sides of 
the street in Hamilton, Ohio. To us 
there's something inspiring about 
a family that founds, builds, main- 


tains, and fosters a business 
through several generations 


Ford Motor Company has hit upon 
a sound and interesting theme for 
its institutional advertising which 
lifts it several notches above the 
average similar attempt to build 
good will and understanding of the 
contribution of some of our great 
corporations toward improvement 
in American living. With never a 
reference to the old chiches such as 
“free enterprise,” “right to work 

rugged individualism,” these Ford 
messages show in well 
words and good pictures, just how 
far along the road to a better life 
we have come. Naturally the mes 
sages say a little about Ford's con- 
tribution to progress, but the oft 
present braggadocio is entirely ab- 
sent from the Ford campaign. We 
present our compliments and con- 
gratulations to the writer of this 


series 


selected 


Prudential Life Insurance Com- 
pany’s long range program for de- 
centralization and improvement in 
service to customers was given an- 
other boost with the opening of the 
company’s new building at Houston, 
where more than a million of the 
company’s policyholders will be 
served from a modern, new building 
in the south end of Houston, about 
four miles south of the city’s down- 
town district. On 27 landscaped 
acres of woodland, crowning feature 
of the development is a swimming 
pool for employees. Parking space 
for 700 cars, a lounge and library 
500-seat auditorium, cafeteria, and 
complete air conditioning are other 
features. The Houston office will 
serve Texas, Arkansas, Louisiana, 
Mississippi, Missouri, Kansas and 
Oklahoma 


When it comes to figuring... 


let Burroughs take over 


It's casy to get the right answers fast with a Burroughs adding 
machine. When the famous Short-Cut keyboard takes over, your 
toughest figuring problems fall easily into line! Scientifically 
designed finger-fitting keys . . . simple controls . . . automatic ciphers 
and many other Burroughs advantages make short 

work of tedious totalling chores. 

That's why your best bet is a Burroughs—whether you want it 

for a little figuring or a lot. Every Burroughs is quality-built to give 
you a lifetime of dependable, highly efficient service . . . 

all for just a few pennies a day! 


Let a Burroughs take over—today! Call your nearest Burroughs 
office or see your local Burroughs dealer. 


Burroughs Adding Machine Company, Detroit 32, Michigan. 


WHEREVER THERE'S BUSINESS THERE'S 


Burroughs 


There are Burroughs adding machines 
suitable for every type of business. You 
can choose hand or electrically operated 
machines, with or without subtraction, in 
a vanety of capacities. Prices start as low 
as $120, plus applicable taxes 
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Walter H. Wheeler, Jr., Pitney- 
Bowes president, believes in taking 
employees into his confidence. In 
an unusually frank message re- 
cently, he told them that present 
low profits jeopardized the com- 
pany's profit-sharing payments to 
employees. He told them that mar- 
gin of profit decreases so far in 1952 
meant that savings and increased 
productivity to the tune of $100,000 
a month would be necessary for the 
remainder of 1952 to prevent a re- 
duction in wage and salary divi- 
dends. He pointed out that retention 
of these wage and salary dividends 
to employees were dependent upon 
many small savings and not on a 
few major savings. This plan of put- 
ting it directly up to employees to 
help create savings and to aid in in- 
creasing productivity seems healthy 
to us, and can only have one effect 
to bring home to employees that 
they, to a large extent, are respon- 
sible for profit 


Commerce Secretary Sawyer has 
begun studies to test or measure the 
effect of a downturn in defense 
spending. Since the job may not be 
completed until about the end of 
the year, it is apparently no politi- 
cal gesture. While defense spending 
may not have reached its peak, the 
plan is to start businessmen think- 
ing about what can be done to 
cushion the shock to our economy 
when spending sparked by Korea 
dwindles. May be a good idea to 
watch for this report and set up a 
committee to study it. Some busi- 
nesses are already making plans for 
activities to begin when firing in 
Korea ends 


Chicago Tribune is sponsoring a 
copy-rating service, which tests the 
effect of advertising upon a reader 
by the use of a psycho-galvanometer 
which reveals, ‘tis said, the atten- 
tion power, sustained-interest com- 
prehensibility, and believability of 
advertisements. Impact interviewed 
will supplement the instrument 
What we'd like to see is a lie- 
detector test applied to all writers 
of advertising copy. Such a test 
might do more to improve the be- 
lievability of copy than anything 
else 


Benjamin J. Fairless of U.S. Steel, 
made a recent statement which 
seems worthy of wide republication 
“We can never hope to find security 
for ourselves by destroying the le- 
gitimate incentive of others. We can 
never win it by imposing penalties 
upon thrift and success We can 
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create it (security) only by our own 
labor and our own thrift. It can 
exist only where there is freedom to 
enjoy the rewards of work and 
thrift." What would be helpful in 
this country would be a wider dis- 
semination of these eternal truths 
to groups who are being misled into 
thinking that their security depends 
upon destruction of the security of 
other groups upon which they are 
often partially dependent 


Bonkers are cutting down on loans 
It isn't as easy to obtain bank loans 
today as it was as recently as a few 
months back. This, coming at a 
time when business requires more 
working capital than ever before, 
may work a hardship on some en- 
terprises. Inventory pruning, care- 
ful management, faster collections 
will be, for some companies, an al- 
ternative to borrowing 


Executive Training or training 
young men to become responsible 
executives is getting much more at- 
tention from top management than 
ever before. We judge this by the 
response to the series of articles 
completed last month on the prob- 
lems of training men for executive 
duties. But business and industry 
has not stopped training men for 
the bigger jobs. All sorts of training 
projects are in progress in many 
companies, and probably more 
money is spent today for training in 
business and industry than ever be 
fore. Here is one angle on the sub 
ject we did not mention in the 
series: The company with well 
rounded training for men at differ- 
ent levels is strengthening itself 
against competition and preparing 
itself to step out ahead of its com- 
petitors. The current 
many training programs cannot but 
mean that some companies which 
have never bothered to train men 
are going to fall behind, while the 
corporation with better-trained men 
will forge ahead 


success of 


C. E. Wilson, General Motors pres- 
ident, reports that for the first half 
of 1952, the company had to set 
aside $2.41 for United States for- 
eign income and excess profits taxes 
state and local taxes, and the cor- 
poration's share of the Social Se- 
curity Taxes for every dollar of net 
income. This, and the Westinghouse 
figure quoted in another paragraph 
proves the statement we made last 
month that the public is getting the 
benefit of corporate ownership with- 
out the investment, if-—and it’s a 
pretty big “if’’—-the taxes paid the 


Government can be said to be bene 
ficial to the public. Certainly there 
are benefits derived from corporate 
taxes, but the big question seems to 
be, “Is this the best, most efficient 
form in which to spend corporate 
earnings, which after all come di- 
rectly from the people? 


Department Store sales may fool 
you. Reports from some of them are 
bad. But consider this: The sub- 
urban shopping areas are cutting 
into department store sales more 
and more. While some department 
have “decentralized” via 
branches in the suburbs, many sub- 
urban areas are still served by inde- 
pendents, small shops, and specialty 
organizations whose sales are not 
reportedas “department stores 
sales.” Mail-order and chain-store 
sales are holding up well, and total 
retail purchasing may be ahead of 
last year, despite gloomy depart 
ment store reports. The world is 
changing and how 


stores 


Last Year's Worries seem silly to- 
day. We checked over dire reports 
current one year ago. They seem, on 
the whole, rather silly. We worried 
about a lot of things that just never 
got around to happening. Try this 
Pick up one of the issues of some 
magazine which has a “trends and 
tendencies” department. Or, better 
still, check one of the many letter 
services you subscribe to. Go back 
exactly one year. You will find, as 
we did, that many of last year's 
worries, many of last year’s sour 
predictions of gloom, disaster, ca- 
tastrophe, shortages, and price wars 
failed to hurt very much. It may be 
that a year from today our current 
worries will seem equally silly 


Get-Out-Votes activities are en 
gaging business men on a greater 
scale than ever this year. Many 
businessmen feel that the only way 
to get the kind of Government we 
are entitled to is to increase the per- 
centage of population 
Quaker Oats is just one of a number 
of companies which is organizing 
its employees into teams to get 
pledges to vote. But in such an ac 
tivity, be careful not to attempt to 
sway the voters your way. Do not 
even hint which way you want them 
to vote, for if you do, more harm 
than good will result. We remember 
an Eastern company which got out 
a strong letter to employees urging 
them to vote for Wendell Willkie 
It was years before that company 
recovered from the hurt it did to 
employee relations 


voters to 


Businessmen have all sorts 
of records for showing 

how things are progressing, 
but many times the rec- 
ords do not go far enough. 
They are often mere his- 
tory, and are not much help 
in forecasting future trends 


By 
Eugene 


Whitmore 


How Much Waste 
Are We Creating? 


N driving an automobile we de- 
| mand a thermometer to reveal 
engine temperature; an oil gauge 
shows pressure, and a speedometer 
tells us how often we should look 
back to see whether or not a speed 
cop is approaching 

What are the most important 
measures of the health of a going 
business? What measures reveal the 
most about the trend of a business? 

Sales figures reveal much, but of- 
ten not enough. A national political 
commentator recently brought up 
this question about Democratic 
boasting of the vast difference be- 
tween today's prosperity and the 
state of the nation in 1933, when 
the Democrats took over. He points 
suut that no one knows how much 
further along the road of progress 
we should have been 


Kor political purposes, it may be 


Are We Making? 


Yardsticks for 


good vote-getting strategy to com- 
pare the best with the worst, but 
that’s not enough for business. It 
wants some comparison of perform- 
ance with potentials. ‘Yes,’’ says 
the tough-minded boss, ‘“‘we are do- 
ing very well. Sales at the highest 
point in our corporate history. But 
are we growing as fast as our in- 
dustry is growing?” 

Here are some questions which 
concern a great many business 
leaders at the moment. “With dol- 
lar volume at the highest point in 
our history, how much has our 
business increased in terms of ton- 
nage? How much of our dollar vol- 
ume increase is due solely to price 
inflation, and how much to getting 
more actual units of our product 
into consumption? 

Nearly every business leader has 
some set of figures by which he 
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determines the ‘‘state of the enter- 
prise."’ It may be a set of sales fig- 
ures, meticulously kept over a peri- 
od of years, showing sales by days, 
months, years. At each day's end, 
he can compare today's sales with 
sales a month ago, a year ago, or 
10 years ago. 

Some businessmen, and many of 
these extremely successful, are con- 
tent to use these figures as almost 
their total guide to future planning. 
Other businessmen demand much 
more. 

There's the businessman who 
gets a daily financial recapitulation 
which shows cash on hand, accounts 
receivable, accounts payable, fu- 
ture commitments, and past due re- 
ceivables. Such a_ businessman, 
when he goes home at night, knows 
how much cash he has on hand and 
perhaps how it compares with the 
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same date for last year. He knows 
how collections are coming along, 
and what has been purchased which 
must be paid for out of future re- 
ceipts. Excellent, as far as it goes, 
and certainly a useful record. 

But many businessmen consider 
these records, and many others like 
them, mere history—-a record of 
past events which may, or may not, 
be sufficient to chart a future trend 

“What I want,” says an unusu- 
ally astute businessman, “‘is some 
figures that will show where the 
mudholes are before we bog down 
to the hubs in them.” 

Currently many businessmen are 
thinking along these lines. Fred 
Florence, chairman of the Amer- 
ican Bankers Association credit 
policy committee, and president of 
the Republic National Bank of Dal- 
las, recently said, “The board urges 
businessmen everywhere to re-ex- 
amine their present position and 
their prospects for the months 
ahead, in order to maintain a strong 
and flexible position.” 

What is a “strong and flexible 
position?” Certainly it seems to be 
a position worth attempting to 
achieve. Probably it means this 
“The ability to move quickly and 
decisively when a move appears 
profitable.’ We all know that one 
trouble with some companies is the 
great length of time required for 
action. Even when a serious condi- 
tion is recognized, the machinery in 
some organizations is so ponderous 
that the time required to put it into 
motion causes considerable loss be- 
fore the corrective movement can 
begin. 

Greatest flexibility is achieved by 
seeing the need for a change before 
the need becomes acute. To spot- 
light these ever-recurring needs for 
change in a business, some manage- 
ment men want a record which 
shows the percentage of new prod- 
ucts sold as compared with total 
sales. 

In some dynamic, fast-moving 
businesses, this is a vital figure. It 
most certainly is a vital figure 
where a business is in the throes of 
a rapid expansion plan. E. I. du 
Pont de Nemours, one of the prime 
examples of a growing company, 
reports that 35 per cent of its 1950 
sales are on products which were 
not out of the test tubes or pilot 
plants 5 years previously when the 
war ended in 1945. 

On the other hand, a staple busi- 
ness such as coal might find a figure 
on percentage of sales of new prod- 
ucts worthless. But look at the 
drug business. An excellent yard- 
stick for this business would be a 


percentage figure on sales of the 
new miracle drugs, vitamins, plas- 
tic products, and similar items. It 
might be inferred that a drug busi- 
ness, with low sales on these mer- 
chandise categories, was not at- 
tracting the younger, more modern 
type of customer 

A brewer reports that the one 
big, new index of sales, in certain 
States, is beer sold through super- 
markets. He reports that growth in 
his business depends, at the mo- 
ment at least, on the expansion of 
beer sales through supermarkets 
and food stores 

For some time now, supermar- 
kets and food stores have been 
making great strides in selling cig- 
arettes by the carton. Such a yard- 
stick could be the factor which 
determines the health of cigarette 
sales for some companies 

Another index that many man- 
agers are watching carefully these 
days is a set of figures office man- 
agement compiles for them, which 
shows the condition of services to 
customers 

What percentage of orders are 
shipped when requested”? 

What percentage of orders are 
shipped completely? What percent- 
age of orders are shipped only par- 
tially, with back orders covering 
important items in the customer 
order? Here are two checks which 
may be worth making and worth 
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Keep the score. In sports and play 
the first thing we want to know is 
“What's the score?’ Perhaps we 
need to be more careful in keeping 
track of hits gnd runs in business. 
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How to Dramatize Cold Figures 


For Sale of Company 


Whether your interest is in selling or merging a company or 


in buying another firm, the cold facts and figures of a profit 


and loss sheet do not tell the whole story. This article tells 


how color and romance can be added for everyone's benefit 


By Wells Norris 


FARM implement manufac- 
turing company near Phila- 
delphia was about to go into re- 
ceivership recently after losing 
money for several years. The own- 
ers thought they would be lucky 
if they got 50 cents on the dollar 
The company was eventually sold 
to a firm in Chicago that made the 


same type of farm implement at a 
substantial premium over the book 
value— actually about twice = as 
much as the owners should fairly 
expect. 

Why did the Chicago manufac- 
turer pay so much for the flounder- 
ing business? 

The reasons boiled down to: 


What to Watch for 
tn 
Selling a Susiness 


. The danger of double taxes. Check the advantages and disadvan- 


tages of selling complete stock or just the assets of a business. 
Bargain-hunting speculators who disregard any advantageous fac- 
tors that do not show up on the profit and loss sheet. 


. Sudden capital gains tax that will take a big chunk of amount re- 


ceived. Study methods of postponing payment. 


. Low employee morale and customer unrest if news of the negotiation 


leaks out. Keep all negotiations in confidence so that employees 
and customers are not informed. 


. Irresponsible buyers who are unlikely to make a success of busi- 


ness and who might default on payments. 

Enthusiastic but incapable buyers who might ruin business. One 
owner sold his business three different times and had to take it back 
twice because of poor management. He was lucky, however, that 
he got it back in good shape. Study prospective buyer's background 
and experience before selling. 


. Inadequate price offer. Financial consultant can often find a buyer 


who is willing to pay more money for a business than another buyer 
with an interest only in certain assets, such as machinery or the 
building itself. 


1. The purchase gave the Chi- 
cago firm a much-needed factory 
with a suitable building and ma- 
chinery. Heretofore, the farm im- 
plements had been manufactured 
by somebody else, although the 
tools, dies, and patents belonged to 
the Chicago company. 

2. The proximity of the Pennsyl- 
vania business to a steel company 
that wanted to build up a local 
business proved to be an additional 
attraction. 

3. Since steel was allocated on 
the basis of the number of units 
made from 1936 to 1939, the Chi- 
cago firm thus was in a position to 
receive the allocation that had been 
going to the other company. 

4. The Chicago company was able 
to take advantage of a tax angle, 
since the other firm had a loss for 
a number of years. 

It is obvious, then, that the Chi- 
cago manufacturer was justified in 
paying the price he did. If he had 
decided to buy a building, buy ma- 
chines, and start manufacturing im- 
plements instead of contracting to 
have them made for him, he would 
have missed the tax advantage, steel 
allocation, and the source of supply 
for steel. 

Any prospective purchaser of the 
sinking implement company would 
have shown little enthusiasm for 
buying if he had seen only the cold 
profit-and-loss picture. What hap- 
pened in this case was that color 
and romance were added to the cold 
facts that is, certain features were 
dramatized to provide a stronger 
sales punch. 

The color and romance were 
added by F. N. Kneeland, well- 
known Chicago financial consultant, 
who has been responsible for bring- 
ing together many buyers and sell- 
ers in business. When he is retained 
to sell a company, he sends an ana- 
lyst to the company to dig out all 
factors for a detailed report. Then 
Mr. Kneeland studies the report for 
unusual features that might make 
the business particularly attractive 
to some other firm. 

Another example of how cold 
facts and figures were brought to 
life involves a large corporation 
that bought out a small outfit ap- 
parently needing considerable re- 
juvenation to keep it going. Some 
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people wondered why the big com- 
pany was interested in such a strug- 
gling little business. It turned out 
that the primary object of interest 
was a financial wizard who had 
made quite a reputation as an em- 
ployee of the small firm. A balance 
sheet would not necessarily show 
this man’s worth, although the 
proper color and romance was 
pointed up after some study. 

There are numerous other cases 
of companies being bought and 
made into a division of the pur- 
chaser, with no changes being made 
in the personnel. Of course, it might 
be simpler to hire the desired execu- 
tive away from the smaller com- 
pany, if that is possible and if there 
are no other considerations. 

Another example of dramatiza- 
tion in the sale of a business con- 
cerns a food company in the East 
that bought another food company 
on the West coast. The Eastern busi- 
ness had tried unsuccessfully for 
years to establish a foothold in the 
West, and finally decided the only 
apparent solution was to buy a west 
coast food company with an estab- 
lished name in the field. Such a 
Western company was found, will- 
ing to sell for what seemed to be a 
rather high figure, judging strictly 
from the cold facts and figures on 
paper. 

With features dramatized, how- 
ever, the Eastern food company 
gladly paid the price. A food com- 
pany in the West that might want 
to buy the firm without some ulte- 
rior motive probably would not 
have been justified in paying this 
price. For the large Eastern firm, 
the new business meant a long- 
hoped-for foothold in the West, and 
that was enough reason to pay the 
price. 

The moral behind these examples 
is that a businessman who wants 
to sell his business does not neces- 
sarily have to sell at book value, if 
unusual features can ‘bé found in 
the figures to dramatize the balance 
sheet. 

Mr. Kneeland, from back- 
ground of experience in bringing 
together buyers and sellers, said 
there are various methods execu- 
tives will use to sell their firms 
Many men will casually mention to 
a close friend that they would like 
to sell their companies, with the 
thought that the close friend will 
produce prospective purchasers. 
Such a method, according to Mr 
Kneeland, is a waste of time, since 
only a few people, interested in a 
bargain-basement prices, will show 
up. 

Then there is the other extreme 
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equally as fruitless and much 
more damaging: A _ businessman 
will call in a broker and authorize 
him to sell the company, without 
giving him an “exclusive.” The 
broker naturally is under some 
pressure to make a sale before some 
other broker beats him to it, and 
he will circulate his offering as 
fast and as widely as he can. Pro- 
spective buyers might get the idea 
that the company must be unloaded 
in a hurry, and offering prices are 
likely to drop. 

Other businessmen who want to 
sell, according to Mr. Kneeland, are 


and profit-and-loss statement to 
anyone who shows a strong desire 
to buy, but that is not enough in- 
formation for most legitimate buy- 
ers. The ideal way to sell a business 

and this is where the color and 
romance come in-—-is to contact a 
reliable consultant and give him the 
job of adding a little life to dull 
facts and figures 

Mr. Kneeland, for example, sends 
an analyst to the company for sale, 
who makes up a detailed report 
about the firm-—its customers, prof- 
it, number of employees, history, 
and virtually every other fact that 


willing to give out a balance sheet 


10. 
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What to Watch for 
Suying a Susiness 


Decreasing acceptance of company product. Check quality, de- 
mand, sales appeal, patents, market, and competition. 

Possible drying up of sources of supply. Quality, cost, availability, 
transportation expense, and possible substitutes are factors to 
study. 

Sales methods that might prove damaging in future. Things to find 
out include number and type of customers, territory, terms, and 
advertising methods. 

Inadequate sales organization. Learn before buying the size and 
type of sales setup, plus compensation, loyalty, and ability. 

Tired out management. Check the management's ability, loyalty, 
experience, compensation, and permanence. 

Strained labor relations that might explode after the purchase. Find 
out the number, quality, and performance of employees, also 
availability of labor, skill, current wages, and true labor situation. 
Worthless inventory. Learn the turnover, liquidity, amount, and 
method of pricing. 


. Plant that is rapidly deteriorating. Check these points: Efficiency, 


age, condition, adequacy, room for expansion, depreciation re- 
serve, transportation, and operating costs. 

Inadequate working capital. Study the complete financial condi- 
tion with these things in mind: Cash position, indebtedness, current 
assets ratio, inventory ratio, bank loans, credit, net worth, surplus, 
and capital. 

Earnings that are dangerously dropping, or on the other hand, 
earnings that might not show the true picture. Here are points to 
consider: amount of earnings, comparative statement, sales, de- 
preciction, rate, salaries, non-recurring charges, taxes, loss carry- 
overs, excess profits tax base, materials, labor, sales, administra- 
tive, and general costs. 

Investment that will take a long time to recover. Study budget 
requirements and determine when investment will be recovered. 
Unreasonable price and terms. Compare with other business en- 
terprises offered for sale. 
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How Five Companies Take Kinks 
Out of Customer Service 


These experiences of a wholesaler, bank, manufacturer, in- 


surance company, and cosmetic firm show how the sales and 


office managers can work together to simplify clerical jobs, 


reduce errors, and greatly improve the service to customers 


When a sales manager and an office 
manager sit down at the same desk 
or table and begin to plan, it is often 
possible to bring about a consider- 
able improvement in customer serv- 
ice. At times, it is also possible to 
reduce clerical costs in the same 
planning operation. 

In the August issue, we presented 
a number of problems in improving 
service to customers, and told how 
they were solved. This report devel- 
ops into an unusually interesting set 
of examples, largely dealing with the 
constructive results accruing from 
joint planning by the sales and of- 
fice-management sections of several 
businesses. 

The first problem seems to show 
how easy it is for a business to “get 
in Dutch” with its customers, unless 
all departments are coordinated in 
tackling the eternal problem of keep- 
ing customer service up to, or above, 
par. 


The Problem 


Customers complained that too 
many orders were shipped partially 
The complaints also claimed that 
items were billed but were never 
received 

The sales department blamed the 
shipping department. The accounts 
receivable department asserted that 
the sales department was too liber- 
al in issuing credit memoranda 
Both the shipping department and 
the accounts receivable executives 


claimed that many customer com- 
plaints were unjustified. 


The Solution: 


First step was to assemble a 
quantity of complaints for careful 
investigation. It became apparent, 
on analysis of each complaint, that 
probably a high percentage of them 
was due to careless unpacking by 
the customer, resulting in the loss 
of small parts or small items which 
often were not discovered in the 
customer receiving room. 

Working together, the sales man- 
ager and the office manager devised 
a system which has almost elimi- 
nated such complaints. Under the 
old plan shipping clerks were al- 
lowed to use their own judgment in 
packing small parts. Frequently 
these small parts were rolled in a 
bundle of paper which appeared 
quite similar to the old newspapers 
which were used as packing. 

Three sizes of kraft paper envel- 
opes were selected for use in pack- 
ing these small parts. On each en- 
velope was a message, ‘Small Parts 
In This Envelope. See Packing 
List... Shipping clerks were in- 
structed to take special pains to in- 
sert these filled envelopes in a most 
conspicuous place in the packed 
boxes or cartons. Often they were 
included in fairly large packages of 
other material. 

As further insurance that no 
more losses would be incurred, a 
further step was planned to help 
the receiving clerk check the incom- 
ing shipments. The packing list was 
stapled to the small parts envelopes, 
and the items included in the en- 
velopes checked 


By John Garth 


At this point a bottle neck was 
encountered. Writing the packing 
lists slowed completion of the ship- 
ments in the shipping room. Ship- 
ping said it had no time, no help, 
to do this job; other departments 
declined to write the packing lists, 
and it seemed, momentarily, that 
the plan was doomed to fail. Then 
somebody came up with a perfect- 
ly simple idea--why not write the 
invoice, packing list, labels, and all 
other papers needed to complete 
each shipment at one time. 

Ditto equipment was installed so 
that the customer acknowledge- 
ment, salesman's acknowledgement, 
shipping order, shipping notice, 
packing list, salesman’s copy, sta- 
tistical copy, invoice (with all nec- 
essary copies), and all shipping 
labels were duplicated from one 
writing. 

When the shipping department 
packs the order, the packing list is 
checked to show the small items 
included in the kraft envelopes, 
then stapled to the envelope. This 
plan reduced the elapsed time be- 
tween receipt of and shipment of 
orders. But more important than 
speed was elimination of com- 
plaints of shortages. 


The Problem: 

To give Chicago salesmen of the 
Aluminum Company of America 
more time to make personal calls 
5) 


Continued on page 56 
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This combination, illustrating Case No. 4, enables a bank with several branches to provide fast and efficient service 
to depositors even at a bank where the customer has no account. Combination is rotary filing system and Telefax unit 


Illustrating Case No. 1, the Ditto one-writing system (left) saved a great deal of time. Operator (right) 
flips through salesmen's cards, as described in Case No. 2, and speedy, courteous service is given 
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Efficiency at Mutual Life 


Employees at Mutual Life Insurance Company of New York 
can do their regular work in less time because of a fast reading 
course that is conducted in company offices. Some students 
read 275 words a minute at the start and 800 wpm at the end 


HEN The Mutual Life Insur- 
ance Company of New York 
invited employees to take a new 
speed-reading course, it Was an- 
nounced that the course “is not a 
measure of your intelligence.” 
Most people, the director ex- 
plained, read at only about 20 pet 
cent of their capacity. That is be 
cause they have not acquired and 
practiced proper reading habits 
Reading, he said, is a skill jus 
like typing, or swimming, or play- 


tennis 

Skillful reading is highly signifi 
cant where there is so much straight 
office activity as in a life insurance 
Executives and super- 
visors are confronted with a vast 
amount of paperwork. Many do not 


companys 
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have time to keep up with all the 
publications they should read. Even 
away from the job, busy employees 
at all levels find it difficult to keep 
posted on community and national 
affairs 

Consider the man who reads 4!» 
hours a day, as most executives do. 
A 100 per cent improvement in 
reading would free 2'!, hours for 
other activity or wider reading. 
Based on an average working day, 
the increase in productivity would 
amount to 25 per cent 

“There is ample room for increas- 
ing productivity in the management 
area,’ a company spokesman com- 
mented. “The great strength of the 
United States has been based on a 
vigorously rising trend of produc- 


tivity per worker per hour. Over the 
half century from 1900 to 1950, the 
annual increase in output per man- 
hour averaged 2.1 per cent, and per 
worker (allowing for the effect of 
fewer working hours) 1.3 per cent. 
This is reflected in better living 
standards for all. 

“Rising productivity has resulted 
not only from capital investment, 
but even more from the high quality 
of American management. Over 
and above the effect that manage- 
ment's activities have on production 
workers, there is great opportunity 
for stepping up productivity in the 
management area itself. Hence the 
pioneering work on_ productivity 
through better reading is of widest 
significance.” 

Mutual of New York's first classes 
agreed that increasing one’s read- 
ing speed sounded easy, but they 
were curious about the degree of 
understanding and retention at such 
fast rates. 

The director pointed to experi- 
ments such as these: 

At Howard College, 30 students 
were reading at the rate of 222 
words ‘a minute when they began a 
speed-reading course. At the end 
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of the course, they were up 446 
words a minute, and their compre- 
hension was 15 per cent better than 
at the start of the course. 

A group of some 80 Air Force 
officers increased their speed from 
291 words per minute to 460 words 
per minute some read as fast 
as 1,000 wpm. And their compre- 
hension was more than 7 per cent 
higher 

At the Illinois Institute of Tech- 
nology, 700 persons, ranging in age 
from 16 to 66 years, took a speed- 
reading course. They improved to 
388 wpm from a starting average 
of 198 wpm. Nearly one-quarter of 
the group was reading as much as 
600 wpm. There was no let-down in 
comprehension 

MONY'’s (Mutual of New York) 
experiences are,bearing out these 
findings. A typical MONY group 
during 10 class sessions of 1!) hours 
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each, read three general types of 
material. One was a college develop- 
ment manual containing passages 
from William Beebe's story about 
his scientific expeditions. The aver 
age reading speed of the 10 MONY 
students at the start was 275 wpm 
At the end of the course, it was 420 
wpm, and some students were read- 
ing as fast as 800 wpm. Comprehen- 
sion actually improved as students’ 
speed increased 

A second source of material was 
general articles from newspapers 
magazines, and books. Subjects in- 
cluded the atomic bomb, the New 
York Public Library, training air- 
plane pilots, etc. Reading 
started at 250 wpm. By the seventh 
class session, it was up to 525 wpm 


speed 


Comprehension gained sharply ir 
the first 3 days, then leveled off and 
held at 85 per cent throughout the 
rest of the course 


ttep left) are oi 
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Novels, or strictly pleasure read- 
ing, were the third source. Compre- 
hension was not measured. But 
reading speed increased from 300 
wpm at the start of the course, to 
as high as 2,000 wpm for some in- 
dividuals at the end of the course. 

What's the trick? How is it done? 

3ased on studies of what others 
have done, MONY's personnel divi- 
sion developed the speed-reading 
course to meet its own specific and 
peculiar needs 

One of MONY’s first steps is to 
demonstrate that the eye sees much 
more and the brain remembers 
much more than is imagined 

Suppose, for example, only 
1/100th of a second was allotted 
for a look at these eight digits: 

37590618 

The average reader would hardly 

remember 2 or 3 of them 
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Many cases arise in court between buyers and sellers after a flood has struck, and the Kansas City flood last year 


was no exception 


Damage or loss of merchandise during the time it is changing 


hands between the seller and buyer often brings up the ques- 


tion, ‘Who is to pay?”' Recent cases indicate the main issue 


is that of deciding exactly when the title passed to buyer 


By Tower Belt 


partner, Belt & Ricker, insurance counselors 


ERCHANDISE, representing 

millions of our inflated dollars, 
changes hands throughout the year 
without the buyer or seller giving 
any particular thought to the time 
when the title passes to the buyer 
and on whose part the risk of loss 
would fall should the merchandise 
be destroyed 
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A recent case in point involves 
the purchase of seed peas by a mid- 
western firm from an organization 
in the northwest. 

The seller shipped the peas to a 
public storage warehouse within his 
state, had the storage receipt issued 
in his name, and advised the buyer 
that the receipt was being held as 


Merchandise is ruined and often completely lost, and courts must decide who stands the loss 


security for payment of the pur- 
chase price. The buyer paid a por- 
tion of the price some 10 days after 
the storage, and indicated that the 
balance would be paid a week later. 
As a matter of fact, no further pay- 
ment was made, and the seed as well 
as the warehouse in which it was 
stored was destroyed by fire some 
6 weeks later. 

It was held by the Supreme Court 
of the state in which the seed was 
stored that the title had passed to 
the buyer and the risk of loss would 
therefore fall upon the buyer. 

Under the Uniform Sales Act 
which is applicable in a number of 
states, it is provided that the inten- 
tion of the parties to the contract 
will control as to the time that the 
title passes. Generally, it seems that 
no expression on the passing of the 
title is included in the sales contract 
or its equivalent. 

In the absence of an expression by 
the parties, the Courts under the 
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Uniform Sales Act have certain 
rules for interpreting the intention 

Where there is an unconditional 
contract to sell specific goods, in a 
deliverable state, the property in 
the goods passes to the buyer when 
the contract is made, and it is im- 
material whether the time of pay- 
ment, or the time of delivery, or 
both, be postponed. 

Where there is a contract to sell 
specific goods and the seller is 
bound to do something to the goods 
for the purpose of putting them into 
a deliverable state, the property 
does not pass until such thing be 
done 

Where delivery of the goods has 
been made to the buyer, or to a 
bailee for the buyer, in pursuance of 
the contract, and the property in 
the goods has been retained by the 
seller merely to secure performance 
by the buyer of his obligations un- 
der the contract, the goods are the 
buyer's risk from the time of such 
delivery 

Where delivery has been delayed 
through the fault of either buyer or 
seller, the goods are the risk of the 
party in fault as regards any loss 
which might not have occurred but 
for such fault 

A contract for the sale of oil 
provided that the seller would load 
it on a river barge and that the oil 
was to be filled within a few inches 
of the top. Some 3 or 4 inches be- 
fore reaching this point, the barge 
grounded. The seller used a winch 
truck and successfully pulled the 
barge off the sand bar. Some 5 or 6 
hours later, the barge sank, leaving 
no evidence to convince the Court 
that the seller was negligent; the 
loss fel! upon the buyer. 

A case, back in the so-called 
horse-and-buggy days, is of current 
interest 

A buggy was made to special 
order of a purchaser. When com- 
pleted, the seller advised the pur- 
chaser that it was ready for de- 
livery, and for one reason or an- 
other the buyer postponed accept- 
ance for some 60 days, at which 
time the buggy and the building in 
which it was stored was destroyed 
by fire. The Court held the buyer 
responsible, under the rule that 
title had passed and further, that 
the loss was the fault of the buyer 
because of his delay in removing 
the merchandise. 

In another case, a definite amount 
of corn stored in a public elevator 
was sold, and before being loaded 
on a lake barge 2 days later, the 
elevator was destroyed by fire. The 
purchaser sustained the loss in 
view of the fact that title had 
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Limitations 


Although common carriers are generally liable for the merchan 


dise being transported, they seem to be extending the list of commodi 


ties on which there will be a definite limitation as to amount It is 


understood that this limitation will be 50c per pound and is likely to 


include such articles as acids, anti-freeze compounds, arsenic 


barks 


of various types, several types of beans, tooth brushes, gelatin cap 


sules, many chemicals, drugs 


manganese titanium 


embalming fluid 


various types of oil 


various insecticides, 


seeds, starch, and others 


As they become effective, any such limitations should be considered 


in determining the transportation exposure 


already been passed to the buyer 

A very interesting case involving 
the passing of the title was devel 
oped in the sale of a leasehold in- 
terest. The mercantile tenant had a 
reasonably long-term lease, and a 
financial institution agreed to pay 
some $15,000 for a transfer of the 
lease to them for the remainder of 
the term. Agents representing the 
financial institution made a down 
payment, and the transfer of the 
lease, along with the approval of 
the landlord, was effected. It was 
agreed that would be 
given the purchaser a month late: 
The day after the contracts were 
signed, the building was completely 
destroyed by fire. It was decided 
that the title had passed and that 
the financial institution would stand 
the loss of the down payment as 
well as the full purchase price, al- 
though actual possession or occu- 
pancy was never obtained 

A case involving the principle 
that something remained to be done 
was illustrated in a case of the sale 
of some hay by a farmer to a feed 
supply house. The hay was sold 
except that a measurement was 10 
be made to ascertain the part that 
was sold as compared with the re 
tained portion by the farmer. The 


possessit mn 


hay Was destroyed by fire 
later and before the measurement 
was made. The Court decided that 
the measurement was a condition 
precedent to the passing of title and 
the loss fell on the farmer 

It is obvious that many in the 
wholesale and retail field purchase 
merchandise that is ear-marked for 
their account due to the use of their 
label or its equivalent. Should a loss 
occur, the seller could legally pass 
the loss on to the buyer and, in too 
many cases, the buyer would be 
without insurance protection under 
such circumstances 


The Kansas City flood in 1951 
served to illustrate another example 
of the passing of title to the buyer 

Delivery to a common carrier 1s 
generally considered delivery to the 
buver as between the seller and the 
with the result that any loss 
in transit must be borne by the 
common carrier or the buyer 

The common carrier is generally 
excused from liability as a result of 
so-called Acts of God. This would 
include floods, lightning, windstorm, 
earthquake, and the like 

A St. Louis firm shipped tobacco 
to a retailer in the Rocky Mountain 
area. The tobacco was lost in the 
flood en route, and the Court held 
the buyer responsible for the pay- 
ment of the account to the seller, al- 


buyer 


though the merchandise was never 
received. The carrier was not liable 
due to the flood 

In another situation, a showcase 
delivered by the seller to the trans- 
portation company Was never re- 
ceived by the buyer. As between the 
buyer and the seller, the loss was 


placed upon the buyer 

A clever purchasing agent could 
eliminate a significant amount of 
exposure to his firm and at the same 
time eliminate some insurance pre- 
mium if he would include on each 
order blank a provision to the gen- 
eral effect that the title to the mer- 
chandise purchased passes when it 
reaches the premises of the buyer 
In practice, the actual location of 
the premises could be included 

On the other hand, the manufac- 
turer or distributor could create a 
great deal of good will by including 
in their sales agreements, or their 
equivalent, a provision that title 
passes at the point of actual deliv- 
ery to the buyer at his premises. 
Transportation insurance over and 
above the railroad or cormrnon car- 
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Harvester's new training school classrooms are arranged in double-horseshoe 
shape, and the center section is often left open when space is not required 


How Training School 
Is Made Easier 


NTE RNATIONAL Harvester 
Company opened a new Central 
Training School building in Chi 
ro recently which is probably the 

of its type in the country 

Phe building is used for training 
Harves 


dealers employees 


employees, dealers, and 
There is) an 
auditorium that seats more than 
200 people and 7 classrooms. of 
Various 
ing a capacity of about 100 students 
Administrative offices and offices 
for instructors are also in the build 
ing, as well as a section where 


sizes, with the largest hav- 


writers and artists turn out book 
lets, lesson plans, and other mate- 
rials that are used throughout the 
Harvester organization 

The school itself is not new, since 
Harvester has already trained more 
than 15,000 people in 6 yvears of 
operation. The school started out in 
rented quarters, and classes were 
more recently held in a hotel while 
the new building was in the process 
of being completed 

Some of the most interesting fea- 
tures of the new structure include 
different ideas that have been put 
into practice after years of experi- 
ence. For example, Harvester ar- 
ranges most of its classrooms in a 
double-horseshoe shape, for with 


Is 


this method of seating there is less 
chance of students having their 
backs to one another. Too, the in- 
structor can walk up and down the 
open center section, giving the room 
more of a friendly, informal, re- 
laxed atmosphere 

Harvester also reduced the width 
of its long tables in the classrooms, 
cutting them down from the orig- 
inal 30 inches to 24 inches. It was 
found that the extra space was not 
needed. There are no longer any 
drawers in the tables, for they 
served no other purpose apparently 
than to collect chewing gum wrap- 


pers and other odds and ends. In 
addition, the tables have no corner 
legs, making it much easier for stu- 
dents to sit anywhere along the 
sides or ends of a table 

Chairs have been improved, for 
one thing being made with a larger 
seating area. Armrests are curved 
and set back from the edge of seat 
so that a student can swing around 
to.comfortable side sitting positions 

an important consideration since 
students sit from 8 to 12 in the 
morning and from 1 to 5 in the 
afternoon. 

An idea that is expected to save 
Harvester some cleaning bills is 
that of having coat racks at the 
rear of the first floor lobby. When 
150 students surge in on a cold 
winter morning, they move right 
back to the cloakroom and get rid 
of their snow-covered coats and 
rubbers. The water and dirt left in 
their wake are easily cleaned be- 
cause of the concrete floor. Then 
when students move on to carpeted 
floors and upholstered chairs, there 
are no extra cleaning bills because 
of the weather. 

Harvester learned from experi- 
ence that paper towels are bette: 
than cloth towels in a men's wash- 
room, and that there is less waste 
with bars of soap than with fluid 
soap 

The company has also found that 
it is easier to train a Harvester man 
to teach than it is to train a teacher 
about Harvester. There have been 
examples of professional instructors 
“losing” their audience because the 
dealers quickly saw that the man 
did not know Harvester or the ver- 
nacular of the dealers. Thus, the 
Central Training School uses Har- 
vester men for most of the courses, 
depending on outside instructors 
only for such things as effective 
speaking, economics, and similar 
courses not concerned with direct 
Harvester management. 


Black Buicks Losing Popularity 


Albert H. Belfie, general sales manager of Buick, recently stated that black 
cars are rapidly losing their popularity among Buick buyers. He said that only 
9.2 per cent of the Buicks built through July of this year were black, compared 


to 13.3 per cent last year. 


At the assembly plant at Framingham, Mass., the number of black cars built 
through July totaled only 21.5 per cent, compared to 29.3 per cent in 1951. 
Similar declines were noted at the Linden, N. J., plant where the figure for this 
year was 14.2 compared to 23.9, and at Wilmington, Del., where the number 
of black cars built dropped from 20.2 per cent in 1951 to 14.2 per cent. 

There was a less-marked decline in the South and West, where black has 


generally been less popular 
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Up to her neck—in poor system 


Now she’s free 


Every Business Operation 


She wasn't the only victim — the whole 
plant suffered because of the clumsy 
system. Slipshod records were incom 
plete or illegible. Tools loaned were 
often lost. Damage went unreported or 
overlooked, Controls broke down. No 
wonder she thought she was pilloried! 

Then a Moore man was consulted 
He studied the system that was causing 
trouble. In its place he designed a 3-part 
continuous form for use in a Moore 


register He combined one writing 
a tool receipt, mechanic's copy and an 
audit copy automatically refolded in a 
locked compartine nt. It saves tool loss, 
cuts damage 60°; . speeds operations. 

Need help on a problem — any prob- 
lem — of this kind? Call in the Moore 
man. He offers you the widest range of 
He knows how to de 
sign the right business form for every 


forms anywhere 


form of business. 


MOORE FORMS, INC. 


Niagara Falls, N.Y 


Sates Boows for 


Denton, Tex Emeryville, Calif 


Over 300 offices and factories across U.S. and Canada 


> 
1 Billing for Fast Marginal Punched 
Ma art Bus.ness Machine borms 
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instead of several forms and writings 


Bank Reduces Working Hours 
With New Machines 


B Warfi 
y George E. arfield Chairman of the board and trust officer, First National Bank, Alexandria, Va 


reduced our workday 
ank to 7 hour ince ¢ I 
talled. This 


mear h not only has overtime 


were ins 
been eliminated with the removal 


of daily proof problems, but that 


Within our shortened workday we 
can handle a greatly increased vol- 
of work and still have the time 
free our machine 
When the need arises, to j 
ther office tasks and 
kills 
To the bank officers, it is 
» accuracy in the daily 


a ypreat 
reliel 
ving of all our 

and tear’ on our per 
calcula 


operations, There 


pen-and-ink 
replaced with ma 


since 
ions have been 
chine totals 
We believe that even our deposi- 
have reason to be happier with 
machine recordings since there 
time at the bank 
window and preater neat- 
and legibility in their deposit 


is less waiting 


teller 


machine facilitates handling 25 
ver cent more depo f 
than pen-and-ink entries 
The new teller machine re 
all cash taken in, cash paid 
and at the end of the day fur 
When these 
totals prove with the cash on ha 
the teller’s 
dk ne 
All deposits recorded on the ma 


the desposit 


nishes totals of each 


work for the 


chine are verified with 
ticket. In other words, the desposit 
slip made « 
the deposit 
ment 

Qm those checking accounts 
a deposit receipt replaces a 


we hi me doubt 


where 
shook 
depositor Ss acceptance 

To our yreat 

found an appreciation 


‘increased readability and detail 


satisfactio 

have 
printed deposit receipt with 

its date, amount of deposit, account 

number, teller’s number 

For us 


discontinuing 


20 


book on accounts has 
meant saving money on 

On our NCR 
used in savings accounts, we post 
the complete transaction simultane- 
ously to the savings account card 


checking 
passbooks 


savings machine 


and passbook. Our master tape be- 
record of all 
Considerable 


comes a permanent 
savings transactions 
time is saved since errors are elim- 
inated and proof established daily 

We have in use the dual book- 
keeping system in which the same 
set of accounts is handled by two 
different operators, one posting 
transactions to the ledger, the 
other to the statement. 

The alphabet is broken down into 
four groupings, with a pair of op- 
erators working on the accounts 
falling into each of these groupings 
Four operators handle our total 
number of accounts 

A comparison of totals gathered 
from each machine by the opera- 
tors working in pairs should agree 
daily. These figures serve as a daily 
check or proof on the posting and 
caleulation of all transactions 

Three totals have to agree with 
total new balances, to- 
tal of checks drawn, total of depos- 
its. If the total checks and total de- 


each other 


posits do not agree, the new balance 
total will not agree. An error in 
posting to an account is thus quick- 
lv discovered 

Qur dual bookkeeping system has 


reduced the number of trial bal- 


ances we take. A former carbon sys- 
tem by which one operator posted 
to the ledger account and statement 
simultaneously compelled us to take 
trial balances weekly due to the 
greater opportunity for making er- 
rors. By making two separate oper- 
ations of each posting, we have 
greater accuracy and daily proving 
and take a trial balance now only 
monthly 

Recording the balance, 
amount of each check, amount of 
each deposit and new balance, an 
operator can handle 1100-1200 
transactions a day, or 3 times that 
of a manual bookkeeper 

All in-coming and_ out-going 
transactions are put through our 
National Cash Register proof ma- 
chine. This machine proves, con- 
trols, and distributes in one han- 
dling of the items, and insures an 
even flow of work to all depart- 
ments. Work is sorted as well on 
this machine to the general ledger 
bookkeepers and to the other book- 
keepers. The tellers’ figures on 
checking and savings accounts are 
proved on this machine as are the 
bookkeepers’ total deposits and to- 
tal checks drawn on us 

We feel that mechanized records 
have made for an overall smoother 
more performance 
throughout all departments. Daily 
proving has been a_ tremendous 
factor in helping us achieve an effi- 
cient, tightly-knit working unit. 


Satisfactory 


Wisconsin Men Read Faster 


GROUP of Wisconsin business 
A men will be able to read twice 
as fast as they formerly could when 
they complete 20 sessions of rerme- 
dial training in an executive leader- 
ship program at the University of 
Wisconsin. The program began late 
last month 
The reading class is a unique fea- 
ture of the program 


classes offered the executives. In- 


and one of six 


structor in this particular class is 
Joseph T reading depart- 
ment, Illinois Tech- 
nology. 

One of the well-Known courses ir 
fast reading, the IL.1.T. program is 
expected to save time for the execu- 
tive, enabling him to scan at any- 
where from 500 to 1,000 words a 
minute the routine “light” material 
that passes his desk 


Logsdon 


Institute of 
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Only Edison makes it! 


Q Edison. 


ated 


It's so downright e-a-s-y to use! 


All you have on your desk is the small, simple TELEVOICE 
phone of familiar design. Just pick it up—and dictate!... 
TELEVOICE is Edison's new, unique, fast method every 
one likes and everyone's talking about. TELEVOICE gives 
you economy —three, six, even twenty nsive phones 
in a dictating network. And TELEVOICE gives you service 
such as vou've never had before—immediate, direct, un 
interrupted, always available—thanks to Edison's pat 


ented circuits. Nothing equals it for e-a-s-e of use —for 


getting your work out faster—for low, /ow cost. The 


trend is to TELEVOICE, the new-tashioned way! 

More than a thousand users a month are turning to TELEVOICE! 
(Names you know include divisions of GENERAL ELECTRIC, ESSO 
STANDARD OIL, UNITED STATES RUBBER, PROCTER & GAMBLE, 
BORDEN 8, ILLINOIS CENTRAL, MASSACHUSETTS MUTUAL LIFE— 
and you'll find it serving small and medium-sized offices from 
coast to coast.) They're enjoying new-fashioned dictation—at an 
average cost of $141 per dictator served! Take a moment to get the 
whole story of TELEVOICE... 


West Or e, N.] 


EDISON TELEVOICEWRITER 


The Televoice System 
Read this eye-opening booklet! 


gets faster action—with greater ¢ase—at lower cost. No 
obligation—just send the coupon, filled in or clipped to 
your letterhead. On pl one sour local A. 


repie sentative for demonstration 


September 1952 


send me ALINE ON TELEVOICE 
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Each advertising salesman has a standard private office built of demount- 
able partitions, and there is one secretary assigned to every two salesmen 


Office Pound that 


Crowell-Collier contracts for 
many outside services, and 
it will contract for any others 
if an outsider can do the job 
better and more economi- 
cally. Tabulating, mailing, 
and several other jobs are 
handled by other firms, and 
Crowell-Collier thus has 
more time to devote to its 
publishing problems. When 
it appears that certain work 
can be done more cheaply 
and better inside, a few ma- 
chines are brought in and 
put into immediate use 


Outside Services Save Money 
By Lillian Stemp 


ROWELL-Collier Publishing 
Company, New York City, has 
found it can give more time to pub- 
lishing problems when it contracts 
for specialized outside services. For 
example, all illustrations for their 
magazines, as well as commercial 
advertising and promotion, are pur- 
chased. The publishing company 
buys all fietion from outside writers 
and a good portion of the non 
fiction. They contract for all mail 
ing services, fleld and research sery 
ices for both editorial and market 
purposes, and for all of their tabu 
lating work. All printing require 
ments for advertising and sales pro 
motion, such as posters, banners 
and letters for mailings, are pur- 
chased outside 
Contracts are made for cleaning 
Mechanical 


ordered as 


services for the office 
services are needed 
Even the fresh flowers, changed 
twice a week in the main reception 
room on the eighth floor, are ar- 
ranged for by contract with a local 
florist. Perhaps the most unusual 


ow 


“outside service” is that of the boot- 
black. It has been traditional with 
the company to allow a bootblack 
to visit the offices during working 
hours 

If there is an outside service that 
can handle an assignment better 
and more economically than the 
Crowell-Collier offices, it gets the 
contract. Thus the company can 
serve its immediate needs without 
sacrificing efficiency, and yet be in 
a position to build within the organ- 
ization towards its own ideal setup 
Following this policy, Crowell-Col- 
lier recently acquired three Mimeo- 
graph machines and a Ditto ma- 
chine to handle some of the mailing, 
all of which had been previously 
contracted for 

Even more illustrative are the 
new quarters which the company 
occupies. The building is leased 
from the Metropolitan Life Insur- 
ance Company which actually de- 
signed, erected, and even named it 
for Crowell-Collier. All the old 
problems the publishing firm had 


due to congestion, or poor layout, 
or lack of storage facilities were 
considered, and these influenced the 
new construction. Crowell-Collier 
leased the fourth to the eighteenth 
floors to insure room for their own 
growth. At present they are utiliz- 
ing only ten and one-half floors, 
subleasing the remainder until 
business expands to the point where 
more space is needed 

The New York building houses 
the executive, editorial, advertising, 
and main supervisory personnel. It 
was planned for vertical layout, as 
best adapted for operational pur- 
poses-—-each department occupies a 
floor. The top two floors contain the 
executives’ and publishers’ offices, 
as well as the board room and the 
conference room. The executive of- 
fices are furnished with leather 
topped desks, sofas, and built-in 
clothes closets. Style and quality of 
the furniture is standardized. Color 
selections are compatible with the 
occupants’ tastes. The offices are 
large enough to hold small confer- 
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What do your customers think of your office? 


600D metal business 
furniture is 
600D investmen( 


« GF Co. 1952 


MODE-MAKER DESKS - 


September 1952 


THAT BUYER is favorably im- 
\ pressed by a salesman who is 
careless in appearance and manners? 
And who can have confidence in a 
business whose offices are dingy 
walls dark with age. floor coverings 
worn, lighting dim and furnishings 
shabby? 


But every customer or client likes 
to walk into a well-lighted, pleasant 
office, tastefully decorated and 
equipped with modern GF metal 
business furniture. The favorable im- 
pression created by such an office 
means increased prestige and silent- 
ly promotes good will every hour of 
the business day. 


GE metal business furniture is a 
good investment. Here's how to figure 
it: First, multiply the number of 
your employees by $30,000. That 
gives you a surprisingly large amount 


—your minimum fixed expense for 
salaries, floor space and general over- 
head for a ten-year period 


Now, figure 1% to 2 
e\pense per employee Phat’s all it 


of this tined 


will take for vou to completely 
transform vour office—redecorate it 
and equip it with the finest metal 
furniture on the market. Such an in- 
vestment will not only bring an im- 
proved return on vour fixed expense, 
but will soon pay for itself in greater 
employee productivity, improved 
employee morale and increased cus- 


tomer prestige 


If vou want to be proud of your 
office because it functions well. costs 
less to operate and looks attractive 
to your customers, just call 
local GF distributor. Or write The 
General Fireproofing Company, 


Dept. A-9, 


Youngstown 1, Ohio, 


1952 


FIFTY YEARS OF PROGRESS 


GENERAL FIREPROOFING 


Foremost in Metal Business Furniture 


GOODFORM ALUMINUM CHAIRS + METAL FILING EQUIPMENT + GF STEEL SHELVING 
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Does Your Payroll 
System Give You These 
Advantages? 


COMPARE IT WITH THE 


SPEED WRITING METHOD 


FOR ANY SIZE PAYROLL 


Reports Get Out On Time 


it Once AND IT'S DONE! 


@ Reduces clerical time 
50 to 75 percent 


One Writing Creates 
@ Eliminates posting 
1. Check (or cash payment statement) 
Reduces errors 
2. Compensation Record 


®@ Gives automatic proof 


Plus 


“ve 


@ Levels peak loads 


Requires comparatively 


small investment 


Charles R. Hadley Company, Dept. 9 
330 N. Los Angeles St., Los Angeles 12, Calif 

| is ‘ me strated tolder on the 
Hadley WriteatOnce Merthox 


MY NAMI 
Charles 8 Hadley Company 


Ma 


' 
1 PIRM NAMI 


untant ovr mail 


ences. A special conference room, 
on the seventeenth floor, accommo- 
dates sales meetings and general 
group meetings of about 60 people 
The room is equipped with a screen, 
a movie projector, and a television 
set 

Adjacent to each of the execu- 
tive offices are the offices of the 
private secretaries. In addition to a 
standardized secretarial desk, each 
office has a recessed, closed utility 
cabinet for the storage of station- 
ery, and outer wraps 

The thirteenth floor houses Col- 
lier’s editorial and art department. 
Teletype equipment was placed on 
this floor to insure immediate trans- 
mission of editorial changes and 
corrections to the printing plant in 
Springfield. The teletype has been 
a principal means of maintaining 
publication schedules. 

The editorial and art department 
of the American Magazine, on the 
fifteenth floor, is typical of Crowell- 
Collier utilization of office space. 
The feature here is the concentra- 
tion of mass work into center areas. 
For example, file clerks, manuscript 
typists, and certain assistants are 
grouped in the center of the office 
Supplies and filing cabinets are ac- 
cessible and in close proximity to 
related equipment to make maxi- 
mum use of it. Editors and writers 
occupy private, partitioned offices 
set alongside the outside walls and 
window areas. 

In designing their new offices, 
Crowell-Collier emphasized that 
people were their ‘“‘business,"’ both 
in the office and outside. They 
wanted facilities that would gener- 
ate this feeling. Offices are com- 
pletely air conditioned, ceilings and 
floors are acoustically treated, and 
the fluorescent lighting is shadow 
free and provides 30 to 50 foot- 
candles at desk levels. Lounges, 
shower rooms, and a hospital room 
are typical of the comfort consider- 
ations. A spacious ladies lounge on 
the eighth floor has a glass encased 
shower and snack facilities. The hos- 
pital room, painted a restful green, 
has a full-time nurse in attend- 
ance, and is completely equipped 
with first-aid facilities and hospital 
beds. 

Two receptionists handle about 
550 visitors a week in the waiting 
room on the eighth floor. Luxuri- 
ously furnished, it has a magazine 
picture look. Current issues of 
Crowell-Collier’s three leading pub- 
lications, the American Magazine, 
Collier's, and Woman’s Home Com- 
panion, are found at the numerous 
settees 

Visitors to the Home Service 


AMERICAN BUSINESS 


Ts 
4 
7 
— 
is 
| 
Tie 
/, 
( eh a... 
COHPON yr tinstrated fokter 
‘ 
y ZON} STATI 
24 


Spread 
Thin 


Gillingstone really has to stretch his per 
sonnel these days. Increased red tape, 
figure work and record-keeping are almost 
more than he can handle. No need for 
you to risk Gillingstone’s fate. Just re 
member: the new Comptometers in the 
hands of Comptometer operators can't be 
beat for expediting all office figure work! 


NEW COMPTOMETERS ARE FASTER ! 


Direct action means answers register instantly 


No old-fashioned cranks or levers to slow down operator 
Big, easy-to-read answer dials; no confusing 
zeros to left of answer 


NEW COMPTOMETERS FEATURE SAFEGUARD ACCURACY ! 


Exclusive 3-wav Error Control absolutcly eliminates 
mistakes from faulty stroke. Decimal points are im natural 
position, conveniently numbered by column 


NEW COMPTOMETERS ARE EASY TO USE! 


Anyone in your office can be your Comptometer 
operator. With Comptometer’s Floating Touch, top speed 
with accuracy can readily be obtamed. 

WHY NOT CALL YOUR NEAREST COMPTOMETER 


REPRESENTATIVE FOR A DEMONSTRATION TODAY : 


COMPTOMETER 


ADDING-CALCULATING MACHINES 


(electric and non-electric models) 


Made only by Felt & Tarrant Manufacturing Co., and 
sold exclusively by its Comptometer Division, 1717 
North Paulina Street, Chicago 22, Illinois. Offices in 


all principal cities 


FELT 


NOW — four NEW machines! 
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“NEW *10.95 ADDRESSER 
SAVES 18 HOURS SHIPPING 


LABOR PER DAY — 
SERVICES OF FULL-TIME TYPIST!” 


Vine ca 
f cosmetics Before 
Portable Addressers 
tutomat Ly prec 


Hever 


The Heyer Portable Addresser 
folved the problem 


i ‘4 ivings, cut errors due to label 


Copying hipmer 


che with 


produced amaz 


YOU CAN MATCH THESE SAVINGS 
IN YOUR OWN SHIPPING ROOM! 


The Heyer Portable Addresser | 

dike any her iddressing 
\ Made entir 

nor rrosive meta t at 

1 a 


mi help Will learn to 


Addresser 


pping 
Hever Portable 


In o minutes 


use The 


changes 
addresses 


HERE'S THE SOLUTION TO YOUR 
ADDRESSING AND LABELING PROBLEM! 


For further information, write 


THE CORPORATION 
18460 South Rovner Avenve 
Chicago 23, 


CComplete statement 
on re 


Fine Duphcoting Equipment 
Since 1903 


Center of the Woman's Home Com- 
panion on the fourteenth floor, step 
directly into a living room, which 
marks the beginning of the food 
ection of the department. On occa- 
sion, this room is converted into 
a dining room for demonstration 
luncheons. Here, too, advertisers 
and advertising agencies are enter 
tained. Just off the room is an open 
air terrace, which is used for cock- 
tail parties during the warm weath- 
er. The remainder of the area has 
a series of kitchens containing all 
nationally equipment 
Ten home economists assist the food 


advertised 


and equipment editors in the work 
of the department 

Walls in heavily traveled areas 

ve been covered with Kalistron, a 
washable plastic material, available 
in a wide choice of colors, which 
Recently 
much-used painted doors were coy 
ered with this material to eliminate 
seulling or 
Painting maintenance costs are be- 
ing kept low as the result of the 
use of Kalistron, and appearances 
remain standard 

Advertising make-up 
are located on the ninth floor. Each 
of the advertising salesmen has a 
standard private office built of 
movable metal partitions. Secre- 
taries, assigned one for every two 


Is resistant to marring 


evidence of scarring 


sales and 


salesmen, have their desks outside 
of these offices and adjacent to the 
aisles. Two tables, each 45 feet long, 
are used in the department for the 
lavout of space The 
tables will accommodate laydown of 


advertising 


4 200-page issue. This is important 


when you consider that Collier's 
with a circulation of over 3,100,000 

is a weekly publication and must 
be laid out 52 times a year 

The mail room shares its space 
with the cashier's section of the 
accounting department. This is con- 
venient because much of the in- 
coming mail contains stamps and 
money for service items advertised 
in the magazines. Mail clerks re- 
move the remittances and pass 
them on to the cashier, sending the 
service requests by messenger to 
iSO Lexington Avenue, where the 
company maintains a small mail- 
ing-service bureau. The bureau is 
near the post office 

About 35 per cent of the desks 
and chairs throughout the Crowell- 
Collier offices are less than 2 years 
old. Burroughs posture chairs and 
Remington Rand steel gray desks 
are standard equipment. The com- 
pany plans a 5-year replacement of 
typewriters. Of the 500 in use, all 
are manuals except for three elec- 
trics. A maximum stated trade-in 
value, as well as good maintenance 
service, are obtainable through this 
replacement plan. Adding machines 
and calculators are purchased under 
a 10-year replacement plan 

Latest equipment to be installed 
in the payroll department is an 
Addressograph and a National Cash 
Register machine. Since the system 
was established in 1951, there has 
been considerable savings of man- 
hours. Previously, as a convenience 
to employees, the payroll was dis- 
tributed in manually counted cur- 
rency payments 


Get Out the Vote 


Some businessmen are getting people to the polls, and this is an idea 
used at Merritt's, Columbia, Pa. The changeable copy sign here is 14 
feet wide and 29 inches high, installed by Wagner Sign Service, Chicago 
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Note of Distinction 


NES CORPORATION 


INTERNATIONA! HUSINESS MacHt 
MADISON AVENTY 
NEW YORK w~ 
Dear Sir 


To make a written 
its distinguished appe 
Protessiona! leaders use the 
Executive* lypewriter 


Unlike machines which use the 
Of space for an "'j as 
w, the Executive adjusts its 


Of each character 
The type faces, too, have beer 
designed for Executive 
duction of IBM Modern 


use I 


The result is impressive. Whe 


letters go, they carry a note of 


EXECUTIVE 


Name 


Address 


*Trode Mork 
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Cleetrie Typewriters 


IBM, Dept. AM-2, 590 Madison Ave., New York 22. N. Y. 
In Canada: Don Mills Road, Toronto 6, Ont 
I'd like tw see a demonstration of your Executive 
model 
Please send brochure 
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This desk collects ideas 


As a manager you search for new approaches... new methods... 
new teas. This desk wall help you get them. 

It is designed te daeite your men to pull up a chair and work 
with you. Tt is designed to make conferences easy. You work 
alone efhierently or, without wasted time you work with a group 

and you all work in comfort, 

Why the OY and Conference Top Desk efherent 


Completely appoimted for you as you work alone — wide, roomy, 
easy working drawers carefully planned to help you organize 


your work 


et overhang on three sides (with graceful aprons to keep 


handsome proportions and recessed bases give comfortable 
knee and foot room for conterence work 


Pictured as the “Y and Conference Top Desk (Model No. 
Call sour and man or write us for com- 
plete information 

Worite for Steel Desk Catalog No. 3808 


Also Makers of Quality Filing Systems and Supplies 


1042 JAY STREET ROCHESTER 3. NY.USA 


WEUTRA-TONE 
Gray 


THE DARTNELL TREASURY 


of sales cartoons——letters 
posters contests ncentive 


material for sales bulletins 


Free of Charge with a 
Year's Subscription to 


The Dartnell Monthly Sales Management Service 


The Dartnell Soles Management Service te expecially compiled for sales managers, presidents, 
and other executives responsible for sales administration This monthly portfolio brings to 
your desk « continuous of adaptable sales ideas, cartoons to ilastrate vour sales 
bulletins, and research reports on what other companies are doing to inerease sales, A 


year's subscription is $54.00, and includes the complimentary “Treasury.” 


Write today te 


The Dartnell Corporation, 4660 Ravenswood Avenue, Chicago 40, Illinois 


Credit Problem 
Is Solved 


By Lillian Stemp 


HE Chase Bag Co.'s new execu- 

tive offices in New York City 
house a staff of 65 people who 
handle all the accounting, credit 
work, and purchasing for this na- 
tion-wide organization employing 
2,500 people 

One of the biggest credit prob- 
lems, was anticipating what the 
elements might have in store for 
bag users. Their bag requirements 
often depend, like a farmer's crop, 
on the weather. In the recent Mis- 
souri floods, the potato people were 
left with a large supply of unneces- 
sary bags when their crops were 
washed out. An unexpected frost 
ended bag needs for the citrus grow- 
ers. Conditions such as this demand 
accurate, reliable accounting rec- 
ords of past experiences 

Chase Bag Co. solved the problem 
by keeping all credit records at the 
New York office where the status 
of accounts could be checked with 
Government weather forecasts, 
marketing conditions as interpreted 
by Wall Street, and Department of 
Agriculture forecasts on crop con- 
ditions and prices. 

Each branch sends a memo of 
the day’s sales, with copies of in- 
voices, to the New York office. 
These copies serve as accounts-re- 
ceivable records. When the bill is 
paid to the branch office, a remit- 
tance advice form is sent to the 
New York office at the same time 
the money is deposited in the local 
bank. This form, together with the 
original invoice copy, completes the 
record of transaction without any 
machine posting. And there are 
no delays or problems in determin- 
ing the status of all company ac- 
counts. With this system, Credit 
and Office Manager M. J. Bender 
can furnish prompt, up-to-the- min- 
ute statements to the board of di- 
rectors when desired. 

The company does not send 
monthly statements to their ac- 
counts unless requested. Accounting 
records are filed in a Remington 
Rand Kolect-A-Matic file, to which 
has been added a filing cabinet for 
each two trays. These cabinets pro- 
vide working surfaces, as well as 
hold paid-remittance invoices filed 
by customer name. Thus the trays 
contain records showing the current 
status of the accounts, and the ad- 
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HOW OZALID SPEEDS 
YOUR WORK...CUTS DOWN COSTS! 


The amazing new desk-top 


OZAMATIC 
makes direct copies 
of almost all kinds 

of paperwork! 


No Retyping . . . No Negatives or Plates 
No Stencils . . . No Smudge or Distortion 
No Proof-reading . . . No Darkroom! 


YOUR COMPANY CAN MAKE SAVINGS LIKE THESE! 


$30,000 per year in Payroll Computo- 


The OZAMATIC gives 
ost, high-speed method « 


icar copies Of almost any 


tion. Thats the amount one major 
railroad saves each year in comput- 
ing payrolls by using Ozalid copies 
of train dispatchers reports to 
check against trainmen’s ume rec 
ord cards 


Two Full Weeks on Each Production Run 
Printing press manufacturer cuts 
two weeks time from each produc- 
tion run by using Ozalid to speed 
up processing of paper work! 


$8,000 per Year in Purchasing Opera- 
tions. One moderate-size manufac- 
turer reports this saving with 
Ozalid in the procurement of mate 
rials alone 


Six Clerks in an Order Billing Operation 
With Ozalid, a wholesale hardware 
firm uses one girl for work that for 
merly required seven clerks! 


64 Minutes on Each Report. With 
Ozalid, a large auto manufacturer 
saves over an hour each in the pub 
lishing of certain accounting recor 


$82.10 on Each Flight Report. A major 
airline makes this saving with 
Ozalid on every flight report pre 
pared 


18 Draftsmen in one Department. An air 
conditioning manufacturer reports 
that with the 

draftsmen turn out as much work a 


68 or 69 could normally produce 


typed, written, drawn or pr 

Any girl in your office can learn to 
perate the desk-top OZAMATIC 
machine in five minutes. St an 
leliver your first Copy in secor 
lean, dry and read) 

1,000 letter-size copies an hour at 
i cost of less than | 


The Ozalid process makes high 
juality, positive copies of letters 
invoices, etc., which have been 
written on ordinary translucent 
paper. Opaque originals require a 
simple intermediate step. Larger ma 
hines are available for wider copies 
ind greater production capacity 


Send today for details, or call the 
Oczalid distributor listed in the classi 


ed section of your phone book 


(, 
j 


ID. 
A 


Mt. AR > 
ci. & Fil, 
y 


ity, 


¢ 


Johnson City, N. Y. A Division of General Aniline & Film Corp 
Ozalid in Canada— Hughes Owens Co, Ltd, } 
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joining files hold all papers per men because they list all the items 
taining to former purchases. The that can be charged up to their 
paid files provide a ready historical expense accounts, such as fare, 
record for credit reference Pullman, hotel, breakfast, lunch, 
Accounts are signaled to show dinner, taxi, bus, telephone, tele- 
due date amount outstanding xram, postage, gasoline, oil, grease, 
credit: limit, and whether or not car wash and polish, car storage, 
they have yone past their credit and auto expenses. The reverse side, 
limit. Account requesting state used as a sales report, has columns 
ments are also signaled for listing the date, order number, 
Statistical reports of sales by name, quantity and kind of product, 
product and salesman are handled the day's sales total, expenses, and 
by the International Business ma number of calls made. When the 
chines which also furnish reports calls, amount of sales, and expenses 
to show units shipped, invoice value for the week are totaled at the 
and selling expense by product and bottom of the report, the form 
salesman rives the salesman an accurate rec- 
Salesmen’s expense statements ord of his business progress for the 
ie prepared in triplicate. These week 
forms are popular with the sales A controlled call-back system is 


are you 
really the 
business man 
you think 
you are? 


Of course you are! You're in- 
terested In expanding your 
business in every way you can, 


you're curious about new 

methods, restless for improvement. These are the reasons why you'll be 
Interested in the new VUE-FAX*, the Vertical Visible System designed 
to outperform any other method in present use for maintaining important 


business records. 


WRITE TODAY FOR FULL INFORMATION ON HOW VUE-FAX*® CAN 
BENEFIT YOUR BUSINESS THRU LOWER COSTS AND IMPROVED 
EFFICIENCY! THE RETURN MAIL WILL BRING YOU SOLUTIONS TO YOUR 
MAJOR RECORD-KEEPING PROBLEMS! 


FASTER FACTS *ViIEW CONTROL FACTS 


WITH VUE-FAX (PATENTS PENDING) 


the VUE Fax 
mark of identity- 
notched edges 


CORPORATION 
72 GOLD STREET, Dept. A * NEW YORK 38,N. Y.\ 
Distriteured ta Alt Principe! Cities 


operated by the New York sales 
office and several of the branch 
sales offices. Repeat or follow-up 
calls are pin-pointed by signals on 
a visible Kardex Record, thus re- 
lieving the salesman of much rec- 
ord keeping. In many cases, a repeat 
personal call by a salesman is not 
warranted, Such an account is serv- 
iced by telephone 

When a new prospect is con- 
tacted, the results of the call are 
recorded on an accounts-analysis 
report. This lists the town, state 
firm, street address, purchasing 
agent, and basic business. It also 
indicates which of the 10 basic 
Chase products they might be a 
prospect for. If the account re- 
quires additional calls, the report 
is marked for 30-, 60-, or 90-day 
call-back. If it does not warrant 
regular calls, it goes into the mail- 
account file 

Chase Bag Co. office personne! 
does its work without benefit of 
gadgets or frills. Working condi- 
tions and facilities are comfortable 
and efficient. All employees have 
plastic or leather-covered posture 
chairs. Grey carpeting covers the 
floor area in the private offices, and 
green linoleum is used throughout 
the general offices. Grey metal 
desks and filing cabinets are stand- 
ard throughout. The 65 employees 
occupy 9,000 square feet of floor 
space, and filing space is conserved 
through microfilming all accounts- 
receivable, voucher, checks and ac- 
counting records. 

The offices are air conditioned the 
year-round. Several of the office 
ceilings are acoustically treated. 
Footcandle readings at desk levels 
range from 40 to 50. There are 38 
ediphones and 23 typewriters—-14 
manual and 9 electric. Typists save 
one-third of the time formerly spent 
typing forms by using forms pre- 
printed on the Multigraph. IBM 
tabulating equipment is employed 
for the preparation of 35 different 
reports. 

Operating costs at the company 
are considered rather moderate 
ranging between $3 and $4 a square 
foot. The office space is rented by 
Chase Bag 

Chase Bag Co.'s 16 factories lo- 
cated throughout the country man- 
ufacture, in addition to standard 
burlap, cotton, paper, and open- 
mesh bags, such containers as sand- 
bags for military use, bags for 
bomb caps, coins, sausages, mesh 
Christmas stockings, and all types 
of Polyethylene-film bags, as well 
as crinkled-paper auto seat-covers, 
mattress covers, nursery tree wraps 
and carpet wraps 
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Put every finger to work with... 


THE GREATEST ADVANCE 
SINCE TOUCH TYPING! 


The whole hand adds faster 
than one finger 


That’s the basic reason your operators . . . all 
operators... need Rhythm-add*, the new adding 
technique developed by Monroe. Rhythm-add 
trains them to work at full capacity ... use the 
whole hand! And in so doing. add faster, more 
accurately, more productively than ever before! 


Proved in 250 
Leading Companies! 


Rhythm-add already has proved itself 
the greatest advance in office skill since 


touch typing! Tested in 250 leading 


American companies, Rhythm-add- NEW! 


trained operators upped their adding 
“Touch and Go" Rhythm-add 


speeds by as much as 160°. Many 


und rhythm achieved when 


totaled over 100 items a minute. nearly 
hand works ot full 


2 a second! And remember, these were 
not hand-picked experts but office 
workers who had had no special train- 
ing before Rhythm-add! Yours can 


show the same startling improvement! 


OLD 
Put Rhythm-add to work “Punch and Plod” Operation 


Time and effort wasting one finger 


at no cost to you! ection is jerky, slow 


Operators, causes needless error 
Increase your figure production, slash 
overhead, reduce errors, make your 
operators more relaxed and efficient. 
Put this amazing new technique to work 
for you. To learn how, send for the book- Monroe 410 Adding Machine 


Jet “All Hands Take to Rhythm-add.” 


The coupon is for your convenience. 


one of more 5 rodels 


— Monroe Calculating Machine Company 
Publications Dept.. Orange. J 


Please mail free booklet on Monroe Rhythm-add 


MONROE §$-- 


CALCULATING, ADDING & ACCOUNTING MACHINES we 


MONROE CALCULATING MACHINE COMPANY 
General Offices, Orange, N. J. Street 


City 
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Did you say— 


RENT 
STATISTICAL 
DEP’T? 


You know that nothing can 
compete with high-speed 
punched card machines for 
accounting or statistical tabu- 
lations—but perhaps you 
cannot justify their full time 
use! 


We can save you money since 
you pay only for the actual 
time these machines are work- 
ing for you. Best of all, you 
get your reports on time every 
time. 


Why not review your tabulat- 
ing problems with us? 


RECORDING & STATISTICAL 
CORPORATION 


CHICAGO BOSTON DETROIT 
MONTREAL TORONTO 
100 Sixth Ave, New York (3, 
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How Some State Taxes Compare 


ASOLINE, sales, and cigarette 
G taxes have become important 
factors in the tax income of nearly 
all states. All states collect gasoline 
taxes, while only 18 states fail to 
put the bite on consumers for some 
sort of a sales tax, and seven states 
allow the smokers within their bor- 
ders to enjoy fags untaxed 

Highest gasoline taxes are col- 
lected in Louisiana, which extracts 
9 cents per gallon from motorists. 
The Pelican state also nicks the 
smoker & cents a pack on ciragettes, 


or nearly half a cent a cigarette 

Louisiana showed a slight growth 
in population in the ten years be- 
tween 1940 and 1950—but so slight 
that it did not gain in its position 
among the states. In 1940 it was 
2lst state in population and ten 
years later it remained in the same 
position. 

Next to Louisiana's big bite on 
gasoline taxes, there are seven 
states which collect 7 cents a gallon, 
and three which collect 6-!5 cents or 
more per gallon, It is interesting to 


State Gasoline Tox 


o 


Alabama 
Arizona 


w 


Arkansas 


w 


California 
Colorado 
Connecticut 
Delaware 
Florida 
Georgia 
Idaho 
Indiana 
lowa 
Kansas 


Oe Ow 


Kentucky 
Louisiana 
Maine 
Maryland 
Massachusetts 
Michigan 
Minnesota 
Mississippr 
Missouri 
Montana 
Nebraska 
Nevada 

New Hampshire 
New Jersey 
New Mexico 
New York 
North Carolina 
North Dakota 
Ohio 
Oklahoma 
Oregon 
Pennsylvania 
Rhode Island 
South Carolina 
South Dokota 


Tennessee 


Texas 

Utah 

Vermont 
Virginia 
Washington 
West Virginia 


Wisconsin 


Wyoming 


Gasoline Sales and Cigarette Taxes by States 


(cents per gallon) 


Sales Tox Cigorette Tax 


(per cent) (cents per package) 
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AMAZING NEW 


Portable... 
Simple to operate... 
Inexpensive to use 


Copyfix is your answer to improved photocopying without 
time-consuming processing operations. This latest Reming- 
ton Rand development gives you, in seconds, a finished, 
photo-exact, positive copy of any office record regardless of 
type or color. Originals can be up to 14” wide in any length. 
Anyone on your office staff can do the job without previous 
photographic experience. Portagraph Copyfix operates any- 
where in your office whenever photocopying is needed — a 
companion unit for your Portagraph or any other properly 
designed contact printer. 


Copytix 
makes photocopying 


@ pleasure 


NO CHEMICAL TRAYS « NO WET HANDS 
NO PRINT WASHING « NO DARKROOM 
NO PRINT DRYING © NO WASTE SPACE 
NO COSTLY INSTALLATION CHARGES 

NO FUMES OR ODORS 

SIMPLE © CLEAN © EFFICIENT 


Here’s How Copyfix Works 


Place the record to be copied face to face with a sheet of 
Copyfix negative paper and expose. Remove them from the 
printer and place the exposed negative paper with a sheet 
of Copyfix positive paper in the front slots of the Porta- 
graph Copyfix unit. In about ten seconds, these two sheets 
will emerge from the rear slot of the Copyfix, in contact 
with each other. When separated, you have a perfect posi- 


tive copy ready for immediate use. 


GET THE FULL STORY ON COPYFIX 


Memington Frand 


Room 1329, 315 Fourth Ave., New York 10, N. Y. 


Gentlemen 

I want to know more about the savings in photocopy time 
possible with Portagraph Copyfix. Please send me, without 
obligation, free booklet P-.334 describing in greater detail 
this great new unit 


NAME POSITION 


FIRM 
ADDRESS 
ZONE 


CITY STATE 


Cuts Fhotocopy 
PORTAGRAPH 4 
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4 
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If this reminds 

you of your office, 
it's time you saw 
the dealer 


who features 


bey Loot for your Steelcase 
dealer in the classified sectron 
of your telephone directory 


te for Tooling Up Your Of ce = 


jeas in office ning. w - 
For new ideas Business Pquipent 


METAL OFFICE FURNITURE CO. Grand Rapids Michigan 


New Machines 


Cut Errors 
By Beatrice Miller 


Increase 
37 to S67 million in 1951 
(ine new machine which is used 
y tellers produces a perforated de 
sit shp that gives identical infor 
ol stub and receipt 
can be handled 
period of time 


mers therefore get better 


window. When the 


that helps the bank take care 
* business with fewe: pe ple 
machine sorts all incoming 
items, including mail, bank clear 
vs. and counter-work from the 
into 20 distribution con 
artments, with each compartment 
ng a separate total of its ow: 
Way a complete control is 
established over all outgoing items 
and clearings bookkeeping depart- 
items, teller’s cash control 
transit checks to banks over 
country, as well as Suburban 

s own general ledge 
The bookkeeping machines have 
irtually eliminated all errors, and 
because of the high production and 
elliciency of the machine, there is 
extra time take two trial bal 

ances a month 

In addition to the various sav- 
nus already mentioned here, there 
re other advantage the 
machines. For example, neat and 
legible records produced by ma 

chine cut down on labor 
compared with hard-to-read rec- 
ords produced manually. Too, cus- 
tomer statements are more likely 
to please depositors, since they are 


cleaner and probably more accurate 


trust Company was recentls 
remodeled, and the colorful sur- 
roundings, together with the ai: 
conditioning soundproofing, and 
music, have had a marked ef- 
employees as well as cus- 

There is a more rapid and 

of the bank's 

900,000 current weekly transac- 
tions, and morale has been im- 


a 
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With today’s faster pace. speed of operation is the constant 
objective — but speed without proper direction and control 
ean be dangerous. In every business the operation of every 
department from the purchase of material to the delivery of 
the finished product must be co-ordinated — for smoothness 
and efficiency. Visible Record systems afford the eon- 
trol to achieve that co-ordination. 
Your \eme system representative can help you 

save time and money through greater efliciency 
in your record keeping. 

There ore six distinct types 

of Acme Visible Systems 


Equipment — and every one 
is a real time saver. 


ACME VISIBLE RECORDS, INC. 


GENERAL OFFICES: Crozet, Virginia 


Representatives in Principal Cities 
I 
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First Desk-Side Machine for 


New speed for vital procedures— Ordering, Invoicing, Production Control, Accounting, Purchasing, Shipping, ete.! 


Now, for the first ume, with remarkable neW COPYFLEX 14's greater 
width—20 inches—you copy any office form in seconds! 
What time you save’ Employees work better when they get vital 
office papers as needed, not late. COPYFLEX eliminates wasteful manual 
copying, lets you use skilled employees for other duties. What money 
you save’ COPYFLEX usually ts the lowest cost way to speedily produce 
1 co 100 copies of practically anything written, typed, drawn or 
printed on ordinary translucent paper 

What copy volume you get with COPYFLEX 14! You insert the original 
to be copied along with COPYFLEX sensitized paper. Seconds later the 
original comes back for fast re-inserting, for the machine aatomati all) 
separates 1 trom the COPYFLEX paper. Thus, the same original can be 
rapidly used over and over again. What's more, COPYFLEX Copies are 
exact, free of errors and smudges. Every copy is equally sharp, clean 
and permanent delivered in seconds—flat, dry and ready-to-use 
No need now for messy inks, masters, stencils, negatives, darkrooms, 
tray developing, or skilled operators! 

Get complete detatis on the countless ways you can streamline 
your paperwork with COPYFLEX. Mail the coupon now to CHARLES 


BRUNING COMPANY, Inc., Teterboro, New Jersey. 


Six typical users* 


all desk-side copying machines — 
gives you these EXCLUSIVE advantages! comp 


report on Copyfl 


1. COPYPLEX ate fe insurame 


yearly via mn 


20' width 

4 lets you copy even lorge 

forms, accounting sheets, 
financial statements, sales and 

Production reports, etc or two 

ordinary forms at the same time! 


is mobile 


site in your office 


no fumes so no exhaust ducts 
ore needed Thus 
rolls to any work 


preiex 14 


Unequalled combination by cut nal 


or forms printed on both 
sides by using Bruning's 
exclusive Reflex Film 


of speed volume and low cost 


Copies thousands after 

thousands of lorge or 
small, different originals 

average cost is only 2¢ per sq ft 


i 

Name 
Ba 


OFFICES IN PRINCIPAL CITIES om 


CHARLES BRUNING COMPANY, INC.© 


Dept. 092, Teterboro, N. J 


Stare 


ex 
Only Copy Copyphex | 
pe No installation | 
COPY FLEX d snutactuning 
4 
BRUNING ) 
Copyllex 4 \ 
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aluminum 
chairs 


OFFICE COSTS 


of 


CUT 


Because increased labor 


and material costs, our fac 
tories are constantly invest 
ing in new machinery and 
equipment to counteract 


these increases 


Since our office costs parallel 
those of the factory, we can 


by 


new 


combat these increases 


the same methods 


tools and equipment 


There is no equipment more 
the 
Why not modernize your of 
fice with the best—-why not 
with FINE-REST? 


important than seating 


modernize 


Write 


literature 


for free descriptive 
name of 


FINE-REST 


and the 


your nearest 


dealer 


Profit-Sharing Plan Keeps 


Turnover at Minimum 


well-planned en 
plat 
f the sol 
ndatior 
in relations 
1 t 
ected to take the 
factors of 


all the 


ever ex 
ther 


onnel pt 


plac eo 
accepted crowd per 


actice rest 


alled benefits 


prevalent in 
This may 
izing the 1 
plos 
ire 
dont exper 
haring progran 
The experience of the Snow 
stedt Geat 


of Hamden 
the po 
ulting from a prop 
erly profit-sharing 
plan. It was instituted back in 1925 
the heads of the 
Snow and Arthur T. Nabstedt 
as no hazy ry plan, but 
ethod of providing ad 
for employees, ex 
ecutives and owners alike; as well 
as providing for 
manayement 
in its working 
Phe profit-sharing 
shed will, companys 
nd dependability among 
as indicated by the length of service 
ecords of Snow-Nabstedt's 215 en 
15- to 48 
65 are in the 
and 22 fall 


bracket. The 


Corporat n 
illustrates some of 
itive factors re 
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always take my eul.” 


says the Paperwork Pirate 


Hk. Paperwork Pirate cuts down the effietenes of 
vour office workers with unnecessary routines. waste- 
ful methods. He cuts himself a fat sliee of your profits 


with exorbitant clerical expense. 


But youean turn the tables and cut the Paperwork Pirate 
right out of your picture. Just follow the lead of compan- 
ies everywhere — mechanize sour paperwork procedures 
with modern Muitigraph methods. Slash clerical costs. 


save precious man-hours in every department of business. 


Multigraph production machines simplify the repro- 
duction of business records —whether they be ty ped, 
handwritten or printed material, drawings, photographs 


or any combination, With the paper-like Mululith Dupli- 


Addressagraph-Multigraph 


eating Master you write once. Blank paper is then trans- 
formed into as many sharp. clear, permanent copies as 


vou like 


And you can reproduce a business form in black or colors. 


bach copy is as letter-perfect as the original 


complete with written information, in a single operation 


This low-cost Multigraph way cuts out expensive in- 
ventories of business forms, cuts out wasted production 
time. cuts out high-cost paperwork procedures —in faet, 


cuts out everything the Paperwork Pirate represents 


Every business, large or small, can use Multigraph 


methods profitably. Call your nearby Multigraph office 
or write Addressograph-Multigraph Corporation, Cleve- 
land 17, Ohio — Production Machines for Business Reeords. 


Simplified Business Methods 
SERVING SMALL BUSINESS —BIG BUSINESS—EVERY BUSINESS 
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Beating Office 
PROTECT YOUR OFFICE MACHINES 


WITH THE WORLD’S FINEST STANDS 


precision-built something about the shortage of 
{ skilled workers in the office. Inter- 
to lasta national Business Machines Corp., 
for example, operates a formal 9- 

lifetime | day course regularly in 80 major 

cities in the United States for card- 

Everything about Tiffany Stands suggests quality. Sturdy, punch operators, and provides a 


free placement service for gradu- 
ates. The course is also free of 
enamel finish. charge 

Burroughs Adding Machine Com- 
pany has 34 school centers which 


heavy steel design, many exclusive features; attractive, baked- 


F Silent operation meons less operator have full-time recruiting, training, 
mae fatigue ... increased efficiency. and placement staffs, and offers a 
‘ Non-slip protective heavy iron free placement service. The school 

castings assure stronger, safer | charges reasonable tuition fees, but 
performance. Rigid construc- they do not make the schools self- 
tion guvorantees longer life sustaining. 
4 at lowest annval cost. | Underwood Corp. has schools in 


six large cities, all operated on a 
non-profit basis, and there are sev- 
en types of courses for training 
accounting-machine operators 
These different schools at IBM, 


Practically impossible to turn Burroughs, and Underwood are run 
Jn over; sturdiness gives o firm | partly for the benefit of outsiders 
foundation for every type of | people who are not necessarily al- 
a office machine. Feet adjust for | ready employed in an office. The 
¥ uneven floors...high of low students can take one of the courses 


drop leaf on either side saves 
WHS | free of charge or at the nominal 

\ H LITERATURE. |} tuition rate charged by some 
schools, and in most cases the 


school will place the graduate in a 
job. Students are recruited’ in 
schools through newspaper adver- 
tising, and often by word of mouth 
The advantage to a_ student, of 
course, is that she can finish one of 
aes the courses and earn a higher salary 

; a POPLAR BLUFF, MO. | because of her newly-gained skill 
. ‘ ail Some of the courses turn out a 
F surprising number of skilled ma- 
chine operators. For example, in 
1951, IBM provided punch-card 
training to 12,179 people. Of these, 
9,053 were customer employees and 
3,126 were from the outside. During 
this period, a total of 6,361 people 
were assisted with placement. 

IBM offers similar training on 
other machines, and emphasis is 
| placed upon the training of cus- 
tomer employees. In 1951, a total 
| of 21,283 persons completed these 
| 


On Sale at Better Dealers 
Everywhere. 


(Avovloble with extra drop leaf on 


Where to Eat 


The Pocket-Size Guide to 
America’s Favorite Restaurants 


Selected by the votes of 100,000 businessmen, 
newspapermen, gourmets, and others who know 
their way around, WHERE TO EAT lists over two 
thousand of the best eating places in America. A 
special feature is a separate listing of the fifty 


courses, of which 20,646 were cus- 
tomer employees and 637 were from 
the outside. During this period, 1,- 
909 were provided with placement 


most popular restaurants in the country service. 
| There naturally is a big demand 
Send $1.75 direct to the publisher for a copy postpaid by return mail for training customer employees, 


Hy since the purchase of a fairly com- 


THE DARTNELL CORPORATION, 4660 Ravenswood Avenue, Chicago 40, Illinois | 


— Continued on page 45 
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A typical Rock-o-File Steel MODULAR private-office 
interior, Modern in appeorance—efficient in desige 


Rock-a-File MODULAR—the versatile 
office furniture. Precision-engineered for complete af | E Arrange it 
interchangeability to suit your individual taste and | | 
personal working habits. } Yourself 

Here is comfortable, working efficiency com- | 

bined with smart, modern appearance that is eco- \ = office 
nomical, too. A complete Rock-a-File private-office * to fit your 
interior actually costs less than a good steel desk, , is need 
table and four-drawer file cabinet combination. 

Any combination of Rock-a-File MODULAR 
units—desk, file, bookcase, waste receptacle, type- 
writer cabinet, corner cabinet and shelf storage 
cabinet — easily connect to companion units to best 
fit your office space. 

Steel construction throughout, available in gray 
or walnut finish—also available in wood with natu- 
ral walnut finish. 


WRITE TODAY. 14 ROCKWELL-BARNES COMPANY 


for catalog and name of nearest decler Drive * Chicago 1, Ill. 
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STOP 


LOSING VALUABLE TIME 
SEARCHING THROUGH 
FILES and DESK DRAWERS 


VISUAL REFERENCE SYSTEM 


Post charts, graphs, sales records, sales 
literature and other current records and 
information on the swinging panels of a 
Multiplex and you will save the needlessly 
lost time consumed in rummaging through 
desk drawers and searching through files 
when important figures and information are 
needed quickly With a Multiplex Visual 
Reference System you can keep a running 
record up-to-date and know at a glance how 
things are progressing 


Today you will find Multiplex Fixtures in 


business offices, schools, colleges and 


sales rooms everywhere They are avail 
able in sizes and types to meet all needs 
Put efficiency into your business. Mail 
coupon below for complete catalog 


Send for this 


MULTIPLEX 
Display Fixture Co. 
916-926 No 
St tottis we 
Gentlemen 


Please mail me a copy of the Multiplex 


All-Purpose Catalog 
Name 
Company 


Address 


New Office and Service Center 
Gets Along Without Frills 


HE new office and service center 

of the Patchogue Electric Light 
Co., Long Island, which was recent- 
ly completed, is considered one of 
the most modern and best designed 
buildings on Long Island. 

The main, or office, building is 
constructed of reinforced concrete 
cinder blocks with a white stucco 
finish, and red bricks. This building 
is T-shaped and is two stories high. 
Provision has been made for the 
addition of a third and fourth floor, 
and the installation of an elevator, 
if the need ever arises. The building 
has been set back from the road 60 
feet to provide off street parking 
for customers, and is completely 
fireproof 

The other building, known as the 
service center, is located in the rear. 
It is a one-story structure of cinder 
blocks painted white to simulate 
the office building. In this building 
all vehicles, equipment, and mate- 
rials are housed. Company officials 
have made plans to add a connect- 
ing link between the office building 
and the service center, thereby inte- 
grating all company operations un- 
der one roof. Plans are also being 
made for a railroad siding. 

The front entrance of the main 
building, which is covered with a 
canopy to protect customers in bad 
weather and laid with a flagstone 
terrace, leads into a rectangular 
display room 60 feet wide and 26 
feet in depth. In the right-rear 
corner, the cashier's counter is lo- 
cated. In the left corner, a model 
kitchen has been set up on an ele- 
vated platform. The rest of the floor 
is devoted to the display of various 
appliances 

This part of the building forms 
the head of the “T.”’ Because of a 
higher ceiling than the rest of the 
building, this room is only one story 


high. The walls have been painted a 
vivid yellow to contrast with the 
appliances. The ceiling is of incom- 
bustible, acoustical Fiberglass. 
Spotlights, at equal intervals in the 
ceiling, are used to high light the 
appliances. A_ steel-framed, glass 
display window 10 feet high pro- 
vides an ample amount of natural 
lighting. It also presents a splendid 
view of the appliances from the 
street. The floor is covered with as- 
phalt tile designed in a neat basket- 
weave pattern. Fluorescent light- 
ing, with Miiler fixtures fitted into 
the ceiling and placed in pattern ar- 
rangement, adds to the beauty of 
this room 

A middle corridor divides the rest 
of the building with offices located 
on either side. Halfway down the 
corridor a fireproof door opens on 
the stairway to the second floor and 
the side exit. Along the corridors, 
wall recesses conceal fire extin- 
guishers. All the office doors are of 
the flush type with a fine mahogany 
finish 

Customer contact offices are lo- 
cated on the first floor. The second 
floor is used for executive offices, 
the drafting room, and the con- 
ference room. 

All the interior walls are plaster 
finished. Offices and corridors have 
been painted different shades of 
pastel green, gray, pink, yellow, and 
blue, with baseboards of black as- 
phalt tile. Darker colored asphalt 
floor covering serves as a sharp con- 
trast to the wall colors. Ceilings are 
covered with incombustible acous- 
tical Fiberglas. The offices have 
been designed to provide more than 
enough space to allow employees to 
work without congestion 

The billing department, located 
on the first floor adjacent to the 
cashier's section has been complete- 
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ly soundproofed. A new specially 
designed National Cash Register 
billing machine handles the work 

The majority of the offices have 
been equipped with new steel desks, 
chairs and cabinets. A Ladies 
Lounge has been provided on the 
first floor along with closets off in 
the corridors 

The heating system is oil-fired 
hot water. The main building has 
been divided into six heating zones 
Each zone is controlled by a sepa- 
rate theromstat. This system pro- 
vides flexibility of control among 
the various offices. Temperatures 
suitable to the particular occupants 
of each zone can be easily acquired 
Recessed convector radiators have 
been concealed in the walls beneath 
the windows 

The executive offices—the presi- 
dent's and the treasurer’s—-have 
wall to wall powder green carpet- 
ing. The president's office has a 
wainscotting of knotty pine, as has 
the conference room located adja- 
cent to the president's office. Both 
the president's and the treasurer's 
offices are plainly equipped with 
matching desks of soft-tone oak. 
President Leslie Weiss’ office has 
shelving and cabinets of pine. 


One Credit Card 
Replaces All 


A major change in the American 
family’s methods of credit buying is 
taking place in the United States 
and Canada through a new organi- 
zation—-the National Credit Card, 
Inc. 

Until late in 1951, an individual 
had to establish his credit rating 
with every organization with which 


he wanted to-open an account—the 
grocer, the fuel company, the milk 
company, the clothing store. For 


each he filled out a questionnaire 
form. In his pocket he carried a 
small stack of credit cards showing 
eligibility for credit at hotels, auto- 
mobile service stations, railroads, 
air lines, and the like 

The change in this system was 
brought about by National Credit 


Card, Inc., which devised an all- 
purpose credit card about a year 
ago. 


Credit cards have been issued to 
more than 125,000 individuals and 
families. More than 3,000 member 


businesses were listed in the new 
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... but just SUPPOSE 
it happened to you! 


Certainty, yeu don't expect a fire 
Benjamin Salfen 
able to send out bills the next day because its ace 


York 


But at least one firm 


gutted, was able to stay in business 


om 


» one expected this recent inferno in Brooklyn 


New 
located within a building completely 


Inc., 


ounts 


recewahle were in a modern Mosler Record Safe 


Suppose a fire left your records in ashes. 
How fast would you be able to recover 
monies with which to replace buildings, 


equipment, raw materials, finished goods, 


work in process? How much delay would 


it mean in restoring 


produc tion, 


les 


and service? Or would you be one of the 


143 out of 100 


never reopen 


says 
rendered within 60 days.” 
you—without records? 


The handsome new Mosier “A” 
Label Sofe designed by Raymond 


Loewy brings, at no extra cost 
distinguished beauty to any office 
ew convenience and security 


features include the new “Counter 
Spy” Lock with numbers or 
of dial to stooping 
and visible only to person working 


combination. 


top 
eliminate 


firms w 


after 
vital records in a fire? 


losi 


ho 
ng 


Remember—there's o clause i! 
your insurance policy that 
"Proof-of-loss must be 


How 


could 


Remember, too—c« fireproof 


building simply walls.in, in- 

tensifies a fire that starts in 

your office. And unless your 
> safe bears the Underwriters’ 
Laboratories, Inc. label, it will probably 
act only as an incinerator above 350°F. 


it's dangerous to “cross your fingers.” 


Don't do it. 
Find out, today, how little it costs to pro- 
tect your records—and your 
future—with a modern Mosler * Label 
Record Safe. It's the world’s de pro- 
tection. Meets the independent Under- 
writers’ Laboratories, Inc. severest test 


for fire, impact and explosion. 


if IT'S MOSLER ... IT'S SAFE 


“Mosler Safe“. 


Since 1646 


World's largest builders of safes and hank :aults Mosler bualt 
the U. S. Gold Storage Vaults at Fort Knox and the famous 
hank vaults that withstood the Atomic Bomb at Hiroshima 
Consult classihed telephone directory for name 
of the Mosler dealer in your city, or mail 
coupon now for free informative material 
& 
The Mosler Safe Company « Dep't AB-° Hamilton, Ohio 
Please send me (check one or both) 
Free Mosler Fire DANGERater, which will indicate 
n in 30 seconds 
I trated catalog, describing the new series of 
M r Record Safes 
NAME POSITION 
FIRM NAME 
ADDRESS 
erry 7ONE STATE 


. 
| 43 | 


ELIMINATE GUESSING and MISCALCULATION 


HOW?... the DEWOM/INATOR WAY/ 


When assembling figure facts for ORDER TABULATIONS, INVENTORY 
CONTROL, PRODUCT SALES ANALYSES, FOOD PORTION COUNTING, 
PAYROLL DENOMINATING, etc., accuracy is all important. 


Now, it's possible to do these jobs, and many others, faster, easier 
and more accurately by using the newly designed, easy-to-operate 
DENOMINATOR. Made up in machines from one to 180 units to 
meet specific requirements, the DENOMINATOR counts, tabulates and 
records with accuracy! Economical, too! ONE UNIT FITS COMFORTABLY 
in the PALM OF YOUR HAND. 


For detailed information, without obligation, write Dept. 3-AB. 


261 BROADWAY, NEW YORK 7, va 


The Dartnell Sales Manager’s Handbook 


Forty-eight sections—1,150 pages—covering every detail of 
operating a sales department. It will provide the answers to 
your questions on sales 
policy and sales super- 
vision. Price $10.00, 


plus postage 


THE DARTNELL CORPORATION 


4660 Ravenswood Avenue Chicago 40, Iilinols 


directory issued in June this year 

The company’s purpose was to 
provide a means for travelers to go 
anywhere in a dozen Western states, 
using their credit to pay hotel bills, 
buy gasoline, food, clothing, enter- 
tainment, and every other require- 
ment with a single credit card 
usable at hundreds of National 
Credit Card's (NCCI) member bus- 
inesses. A single check to NCCI 
covers the total itemized bill sent 
the card holder each month; replac- 
ing the numerous transactions of 
individual checks that would other- 
wise be required. 

Seventy-two types of businesses 
are now represented by member 
firms, and the number and variety 
is increasing daily 

Within the short time the all- 
purpose credit card has been in 
existence, its uses have multiplied, 
and the company’s services have 
widely been extended. Among these 
services is a budget payment plan 
by which a card holder may take a 
vacation, buy merchandise or serv- 
ices, and pay for them over a period 
of many months by arrangement 
with NCCL 

Plans are under way for a com- 
plete travel bureau to serve Na- 
tional card holders. 

Operation of the plan is simple. 
Card holders pay a fee of $3 a year 
Member businesses pay an initial 
fee of $37.50. Accounts of all card 
holders are presented to NCCI each 
month for billing. A check for the 
amount, less 6 per cent, is returned 
to the member business within 5 
days. 

A directory of member firms is 
sent to each card holder every 90 
days. It contains geographical list- 
ings, by state and city, of mernber 
firms in the various business classi- 
fications. Its frequent publication 
keeps it up to date. As the service 
expands, NCCI plans to issue re- 
gional or sectional guides for great- 
er convenience, 

Of the 27 state and state-group 
divisions, only 6 remain to be as- 
signed: Virginia and West Virginia, 
Maryland, Maine and Vermont, 
North and South Carolina, Massa- 
chusetts, and Connecticut-Rhode 
Island-New Hampshire. It is ex- 
pected this will be completed soon. 

NCCI was the idea of Edward L. 
Mays, owner of a Portland, Ore., 
restaurant chain. Once confronted 
with a shortage of cash in a small 
town where none of the many credit 
cards he carried could be used, 
Mays concluded that an all-purpose 
credit card that could be used any- 
where was the answer. NCCI was 
the result. 


AMERICAN BUSINESS 


Count 
Z 
Till 
\ 
EGG 2 
| 
2 
9 2° 
\ \\ ? 
\ 
m Denominator Company, “INC. 
| Manufacturers of Tabulating Machines for over 35 years 
| | 
| 
| 
| 
| 
| 
14 
1 


Beating Office 
Shortage 


Continued from page 4 


quires having an operator trained 
especially for the job. Many com- 
panies prefer to have a _ regular 
employee trained for the machine 
than to bring in a new employee 
who might displace an old one 
These customer employees can be 
trained right alongside the out- 
siders who will get placement serv- 
ice from the company 

IBM also provides training for 
accounting supervisors in branch 
offices and in the home office. Dur- 
ing 1951, a total of 1,291 supervi- 
sors were trained in the branches, 
and 878 at Endicott, N. Y. This 
training is limited to its customers’ 
employees. 

The 34 Burroughs’ school centers 
already mentioned are included in 
trafning facilities at 138 sales 
branches in the United States and 
Canada. Burroughs reported that it 
has trained operators available in 
virtually every country outside the 
Iron Curtain 

Courses of instruction at Bur- 
roughs vary from 4 to 9 weeks, and 
applicants must be high-school 
graduates and must pass clerical 
and arithmetic tests to assure their 
adaptability to business-machine 
training. Reasonable tuition fees do 
not pay for the cost of operating the 
training courses 

Burroughs does a lot of on-the- 
job training whenever new ma- 
chines are installed in an office, and 
customers can send their own em- 
ployees to a Burroughs’ school if 
they wish 

The six schools that Underwood 
operates charge from $10 for a 
week's course to $75 for a 9-weeks’ 
course on the accounting machines 
The schools also train operators 
without charge sent there by pur- 
chasers of Underwood machines 

Felt & Tarrant Mfg. Co. trains 
thousands of Comptometer opera- 
tors every vear in its 168 schools 
throughout the world. There are 101 
schools in the United States and 9 
in Canada. A charge of $125 is made 
for tuition, and the course normally 
lasts from 10 to 12 weeks, although 
some students finish a concentrated 
version of the course in 6 to 8& 
weeks. An evening course takes 6 
months 

Comptometer graduates can 
make use of a lifetime placement 
service, and they carry small card 
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A. B. DICK COMPANY, Dept. a8-952-5 
5700 Touhy Avenue, Chicago 31, Illinois 


I'd like FREE samples of A. B. Dick CLEEN-SEAL master sets and 


your catalog of supplies for spirit duplicators 


NAME 


SCHOOL 


MAKE OF DUPLICATOR 


ADDRESS 


POSITION 


STATE 


you nave a | 
SPIRIT 
DUPLICATOR- | 
—and want more clearcopies 
—with clean hands 
al virtual y im ons 
 —then you want CLEEN-SEAL. 
a  CLEE 7 ster it ¢ ons are 
ind cat all supplies for spirit duplicator 
\ \ \ 


diploma which show they hav ready been hired. Employers using on Rand-— that is, training for 
ompleted the course. Several Bri Remington Rand office equipment any person who does not yet have 
h war bride ie ards send employees to a branch office a job in an office—is done only on a 
yet jobs in thi ntry ! ‘ for training on the machines they limited scale. The greatest training 
War II will operate. This training includes effort is for the many people sent 
The " meter schools are al bookkeeping, tabulating, adding by employers to learn the operation 
and calculating machines of a particular machine 
machines, 4 Remington Rand conducted filing Addressograph-Multigraph Corp 
or refresher i schools a few years ago, and there does not have a formal school pro- 
tructh loweve! According 0 was i ular tuition rate and a yram for training operators, for 
George 1} Superintendant f placement service. Students gener- training is handled on a local basis 
mptomete schoo Ivy came to the school straight in the branches located in more 
oying their biggest enroll rom high school. During World than 80 cities in the country. Gen- 
nee World War Il War II, there was a big problem of erally speaking there are two types 
yton Rand Ine does i filling the classes, and the school of training given to outsiders: Free 
lof training. but the bulk was closed operator instruction with some in- 
ployees who have ¢ This type ¢ ry at Reming- formation along service and main- 
tenance lines, and various methods- 
and-procedure seminars often held 
in the home office of big companies 
using Addressograph’s equipment 
All the schools mentioned thus 
far have training for outsiders, as 
well as training programs for cus- 
tome! employees Many other office 
equipment manufacturers train op- 
erators when new machines are 
from the outside. Monroe Calculat 
TAKE THE FIGUREWORK FREEWAY WITH MARCHANT ine Machine Co. Inc. for example 
4°) does not have any chargeable for- 
mal school training for operators 
The company trains in customer 
offices or in branch offices at no 
charge 
The McBee Company has a some 
fern freeway eliminates stop and ts you the fastest what similar setup. Most training Is 
in the customer's place of business 
@ MARCHANT. the world’s fastest calc cor ' liminates the stop-and although in the last year a pre-in- 
stallation training program has 
heen inaugurated, and this is held 
a week or 10 days prior to the ac 
tual installation date 
McBee has a corps of installation 
supervisors who work with cus- 
tomer employees until the McBee 
Keysort system is mastered. These 
supervisors are all women, and the 
requirements are exacting: At 
least 2 years college or business- 
school training, and a minimum of 
1 vears business experience 


start shock and 


a MARCHANT 


@ VARCHANTS ar 


The MARCHANT MAN in your phone book 


Branch Office Is 
will be happy to demonstrate 


these features on your own work, Com pa ny Model 


Call him or mail the coupon. 


HE improvements in space ultili- 

nes Ep and office equipment at 
METHODS the Washington, D.C., branch of 

1 ABOUT MARCHANT CALCULATORS [J the Travelers Insurance Companies 
MARCHANT CALCULATORS, INC. have made it the model for all fu- 


s letterhead to get our free 
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organization. In fact, it is hoped 
that within a few years all of the 72 
branches can be refurbished to cor- 
respond with that in Washington 
Having outgrown its former facil- 
ities, Travelers leased a floor and a 
half in the Kass Building. When the 
106 Travelers employees and some 
10 branch office agents moved from 
their old quarters to the new in 
February of 1950, a prearranged- 
plan cut down on loss of time due to 


moving. A space engineer obtained 


a floor plan of the 12,900 square 
feet which showed columns, win- 
dow areas, and doors. The space 
engineer, office manager, and three 


production managers worked out a 
proposed layout of all office equip- 
ment and With the home 
approval, the layout was 
the partition erectors 


otlices 
office's 


presented to 


Their engineers arrived with steel 
tapes and measured areas down 
to the fraction of an inch, then 


chalked their marks on the concrete 
floor. When the panels for the par- 
titions were completed, they were 
set up without any further measur- 
ing. The partitions have a hollow 
base which provides space for tele- 
phone outlets. Panels are = gray 
metal with frosted glass eye-level 
tops and are the interlocking type 
They can be easily taken down to 
make an oflice larger 


With the partitions up, all new 
ollice equipment arrived and was 
set in place. The Washington of- 
fice is the first of the Travelers 


branches to standardize completely 
on metal oflice furniture. Every 
piece of the old wooden equipment 
was disposed of. All desks are gray 
metal with grained li- 
noleum_ tops matching 


mist-green 
Each has 


aluminum-trim chairs. In the pri- 
vate ollices, there are telephone 
tables and bookcases to match 


Stenographer’s desks have linoleum 
tops with wells at one end to per- 
place their machines 
at an angle. This arrangement gives 
the girls a much-appreciated full 
flat surface to work on, and elimi- 
nates many motions in reaching the 
typewriter 

The office is divided into working 
units handling fire, life and 
dent, automobile and other casualty 
accounts, and bond units. Each unit 
has a file clerk who handles all re- 
quests and returns of files for the 
unit. Swing-front, five-drawer files 
are standard equipment, and are 
kept as near each working unit as 
possible to minimize traffic. Banks 
of files for correspondence and 


mit typists to 


policy forms are in an area which 
makes use of recessed space 
It was decided that storing pelicy 
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FREE Learn how to save 


up to 70%. Check coupon 
for free collating analysis 
sheet. Permits easy anoly 
sis of your paper gather- 
ing costs. 


of eathering 
papers by hand ? 


Most companies recognize the annoyance and confusion created by 
hand collating of papers. Llowever. few really realize the fact that it 
is an item of considerable expense too’ Actually hundreds, and in 
some cases thouands of dollars are needlessly spent every year on 
this single operation, If any one of the scenes above take 
place in your company . regularly or “only ocea- 
. you owe it to yourself to get 
facts on how a Thomas 
Collator can help you save 
dollars and 
increase efficiency. 
Return the coupon 
today... no obliga- 
tion, of course ! 


sionally” 


time, save 


Specialists paper gather- 
ing 43 sales and services 
offices from coast to coast 


THOMAS COLLATORS 
. $0 Church St., Dept. J, New York 7, 


4 Please send me folder series 110 on: 
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Analysis Sheet 
. Your Name 
. 
ompany 
Street 
Portable Table-Top Model , 
City Zone State 


New York 


Are You Harboring the HIGH. 
“HIDDEN EXPENSE” Cs) 
ji 
— 


NATIONAL GYPSUM COMPANY 


1S ONE OF HUNDREDS OF 
WELL KNOWN COMPANIES 


Who Prepare Offset Paper Masters 
for Office Offset Duplicators 


by XEROGRAPHY 


Buffalo, 


yntinually alert to new and 


National Gypsum Company 
N we 
better methods for reproducing copies 
of office forms, laboratory tests, gov 
ernment sales 


reports, engineering 


drawings, production specifications, 
etc. to lower costs and save time. The 
dry, electrical, direct positive xerog 
raphy process using KeroX copying 
equipment was selected because it 
fulfilled these requirements 

Save money! Offset metal plates 
cost National Gypsum Company an 
average of $3.10 each, an offset pa 
per master made by xerography costs 
19c! A saving of $2.91 per job in 
material costs alone. During the first 
ten months of operation, $2,467 was 
saved 

Save time! An offset paper master 
plate can be made by xerography by 
an office girl in less than 3 minutes 
Get the facts about the amazing xerog 


raphy process. 


1 Photo shows operator preparing paper 
© master with KeroX copying equipment 


2 Paper master is placed on offset process 


duplicator and multiple copies run off 


Write for case histories showing 


how all types of business are sav- 
ing time and money with xerography 


THE HALOID COMPANY 
52-143 HALOID ST 
ROCHESTER Y 


Branch offices principal cites 


forms on shelves wasted space, par- 
ticularly when policy forms ran 
low. They now keep all such forms 
in file foiders in the hling cabinets, 
with identification as to lorm num- 
ter on the filing tabs. The cabinets 
for correspondence files hold file 
jackets which contain copies of all 
policies issued to one holder, thus 
keeping pertinent papers and a full 
history of the account intact. Com- 
pleted premium record cards are 
also kept in this filing area. They 
are positioned so that the current 
year’s cards are always in the top 
filing drawers. Last year’s records 
are filed below, and the third year’s 
are at the bottom. At the end of 
each fiscal year, the contents of the 
bottom drawer are automatically 
destroyed, without additional weed- 
ing or checking. To guard against 
prematurely destroying a record 
card that might have some current 
interest, all cards removed from the 
old files for reference are placed in 
the current file upon their return to 
the department. This procedure 
thus keeps active for another three 
years any cards on which there has 
been any indication of interest 

A spirit-process duplicating ma- 
chine is the newest piece of equip- 
ment for preparing policy forms It 
runs off policies and record cards 
from a typed master copy. The ma- 
chine is adjusted to select only 
those portions desired to run off 
seven different) papers—a_ policy, 
the agent's copy of the policy, the 
bureau copy, three different record 
cards, and an index card. All these 
records, both for the branch and 
home office, are sure to be in agree- 
ment because they are produced 
from the single master. Masters are 
destroyed after 6 months. Until all 
of the Travelers branches are 
equipped with similar machines, 
some offices will continue to use 
snap-out-top collated forms with 
one-time carbons, which are also a 
vast improvement over the original 
method of handling the papers and 
carbons individually 

The Washington office uses col- 
lated snap-out forms for their pre- 
mium statements, which are re- 
quired by the home office. These 
forms save considerable time over 
the old method of inserting carbons 
individually and trying to line up 
the bulky mass in the typewriter 
An actual savings in carbon paper 
has also resulted. Previously, the 
life of carbon paper varied with the 
would discard car- 
others would use 
them until copies were illegible 
functions of a Trav- 
to provide 


Some 


typists 
too soon 
Cone 


branch office Is 


work space for agents. The Wash- 
ington branch has 26 private agents 
otlices with one or two agents to an 
office. In addition, several rows of 
desks for new agents are provided 
in a special room. These desks all 
have name plates for identification 
Many things have been done to aid 
the agents. For those located out- 
side the branch, there is a special 
section near the entrance of the 
office where a visiting agent may 
use a desk, telephone, and have 
access to policy forms and educa- 
tional and informational pamphlets 

Just across the aisle from this 
area is a storeroom lined with 
shelves for supplies and equipped 
with a large work table in the cen- 
ter. This is the incoming mail room, 
where mail is opened, sorted, and 
placed in private mail boxes if it 
carries a box number. The 72 mail 
boxes are recessed as a unit in the 
wall facing the aisle. Since agents 
must pass this point to get to their 
private offices or desks, it is con- 
venient for them to pick up their 
mail. They drop outgoing mail in a 
slot below the unit. The private 
boxes do away with the need for 
mail distribution to the agents’ of- 
fices and keep the mail intact until 
the agent comes in. The arrange- 
ment also eliminates interruptions 
that might occur if mail were dis- 
tributed to the private offices. Usu- 
ally agents have clients with them, 
or they want several hours of un- 
interrupted time to get off some 
dictation. Some of the agents with 
private offices hire private secre- 
taries for their business 

The sealing and stamping of all 
“outgoing” mail is handled from a 
different point. In fact, this “‘out- 
going” mail room is actually not a 
private room, but recessed space be- 
tween two columns joined by a 
sheet of plasterboard, painted to 
match the rest of the office. The 
recessed area is just large enough 
to accommodate a mail unit con- 
sisting of a work table with mail 
bins above and storage space below 
To save storage space, many of the 
bins contain self-addressed enve- 
lopes to the many departments in 
the home office and to agents who 
operate from other addresses Prior 
to mail pick up by the post office, all 
mail in a bin is placed in one of the 
envelopes, stamped by postage me- 
ter, and sent on its way. 

A recessed area similar to the 
“outgoing” mail point was adapted 
as a cloak room and equipped with 
an office valet and a handy coat-hat- 
umbrella rack 

Between the mail point and cloak- 
room area is a two-position switch- 
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HAPPIER! 


with LINEN and 


TOWEL SERVICE 


From members of the 


Wherever there are washrooms, wherever the public is served, you get these three 
big advantages from Association members. 


LOWE R CO ST You make no investment at all. Association members enjoy 


the great advantages of their Association's research facilities, giving them the laundering 
“know how” to extend the life of their linens. Members pass these advantages on in lower 
cost to you. 


FA ST SERVICE Association members have a vast pool of knowledge. They 


don't “guess” how to serve — they know!! They operate on management engineering 
facts that have been developed from their combined experience. There's no waste in their 
methods. They keep costs down. That's why service from their routemen is as dependable 
and efficient as it is fast. 


C L EA N L | N ES S Immaculately clean! That's the crisp uniforms and table linens, 


the soft cotton towels served by Association members. Imagine . . . even a small cotton 
towel goes through 17 (yes, seventeen) scientifically planned steps in its laundering! 
Nothing could be cleaner. That's why we say, “everyone's happier with Linen and Towel 
Service’—from Association members—employees, customers and especially “the boss.” 


FOR FURTHER INFORMATION call the LINEN and TOWEL SUPPLIER in your locality for complete information and you'll be happier. 
For free informative booklet write to LINEN SUPPLY ASSOCIATION OF AMERICA, 22 W. Monroe St., Chicago 3, Ill. 


This compaign is being sponsored M NOWE R Division of Opelika Monut ing Corp: _f h 
in the interests of the linen ond 9s AND of washable service opporel, towels, linens ond oll 
towel supply industry by COMPANY textile requirements of the Linen Supply industry 
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“Four-in-One 


MORE DESK ROOM. Saves to 
of floor space, provides room for 
additional personnel without in- 
creasing floor area. 


MORE EFFICIENCY. Permits employ- 
ees at separate desks to work in 
semi-privacy and without distrac- 
tions. Reduces office traffic and 
congestion. Specially designed 
translucent frosted partitions in- 
crease amount of light on desk tops. 


i a One of several possible 

desk arrangements 

- 
with the new ‘ Four- 


in-One”’ Desk Unitizer. 


Desk Unitize 


MORE ECONOMIES. Permits reduc- 
tions in number of telephones, 
waste baskets, distributors and guest 
chairs needed. 

FITS ANY FURNITURE. Partitions and 
shelves match all desks. Easily in- 
stalled without harm to furniture. 
USED BY LEADING CONCERNS torelieve 
crowded office conditions and keep 
floor space at a minimum. Popular 
with employees. 


FOR FULL DETAILS AND PRICES, WRITE 


KRAUS COMPANY 


STEVENS POINT, WISCONSIN 


' Are Your Branch Managers Reading ‘‘American Business’? 


Every month AMERICAN BUSINESS tells its readers about modern office operation by 
showing them how other companies save money and get more done through better 
methods. Your branch offices will find these reports readily adaptable to their operation. 
Send us the names of your branch managers now so they can benefit from AMERICAN 
Attach extra sheet for additional names 
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2 years $7.00 1 year $4.00 
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(Add $1.00 for 1 year, or 
$2.00 for 2 years, for postage 
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board. One of the positions is oc- 
cupied full time and the other when 
calls become heavy. The claim de- 
partment offices, which occupy a 
portion of the eighth floor of the 
Kass Building, have their own 
switchboard. The board, however 
is tied in with the one in the gen- 
eral office and has no outside direct 
lines. When a caller reports a 
claim, the operator in the claim de- 
partment takes over. Her familiar- 
ity with the types of claims enables 
her to connect the caller promptly 
with the proper individual. Time 
not used at the board is utilized 
for clerical work 

In addition to the claim offices, 
the payroll audit division, engineer- 
ing and loss control division, and a 
classroom comprise the half floor 
leased by Travelers 

The classroom is used for train- 
ing agents, casualty girls, and for 
conferences on new developments in 
insurance. Classes are conducted 
during working hours, usually from 
8:30 to 9:15 in the morning. At- 
tendance for office personnel is on 
the rotation plan. 

Air conditioning in a city like 
Washington is almost a must to 
keep productive capacity at a high 
level. The Travelers offices have air 
conditioning. Fluorescent fixtures, 
flush to the ceiling, have four tubes 
for each panel and are located at 8- 
foot centers. They provide 30 foot- 
candles at desk levels. Flooring is of 
reddish-brown asphalt tile, ceilings 
are acoustically treated. A small 
public counter has replaced the 
long, space-consuming type used at 
the old quarters 

The Kass Building alternates its 
public washrooms for men and 
women on each floor. The wash- 
room on the Travelers floor was for 
women. The company wanted to 
provide larger accommodations so 
they partitioned a section of the of- 
fice adjacent to the washroom and 
installed four wash basins, mirror, 
shelf, and a lounge 

Morale is very high at the Trav- 
elers Washington offices, as the re- 
sult of good employee relations. Ten 
of the women employees have a 
total of 200 years service, and the 
majority of the men have from 10 
to 35 years service apiece. Much is 
made of 25-year anniversaries. The 
home office presents an appropri- 
ately engraved watch, and the re- 
cipient is also showered with gifts 
from his co-workers. Group activ- 
ities, such as bowling leagues, go a 
long way to foster good fellowship 
among the personnel. In the sum- 
mer there is a picnic. The girls and 
men have separate welfare clubs 
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Business Show 
Has Movies 


ISITORS to the National Busi- 
ness Show in New York next 
month will get a chance to see 
plenty of movies— all concerning of- 
fice equipment 

Space is provided at the show for 
a motion picture theatre where the 
more than 140 exhibitors will be 
able to reveal techniques used in 
demonstrating products, in training, 
and in the proper application and 
use of the products on display. These 
showings will be at stated intervals 
each day throughout the week 

About 100,000 executives and in- 
dustrial leaders are expected to be 
present at the exposition, and office 
equipment manufacturers in the 
United States and several foreign 
countries will exhibit their products 


Yardsticks for 
Managers 


(Continued from page 9) 


continuing. Without this knowl- 
edge, and without action to correct 
a bad condition, a business may be 
sliding downhill at a pace which 
may be dangerously accelerated in 
the near future 

Another important yardstick 
which seems of increasing interest 
to businessmen in many different 
lines is: 

How many unprofitable orders 

do we handle? 

or 

How many unprofitable cus- 

tomers are on our books? 

A recent analysis of all pur- 
chases made by the second largest 
men's and women's ready-to-wear 
store in a small city revealed the 
fact that this particular store prob- 
ably was an unprofitable customer 
to every one of its suppliers. This 
was an estimate only, and may be 
slightly erroneous, but the best 
opinion was that the buying habits 
of this particular merchant were 
such that his orders could not be 
handled at a profit by any of his 
suppliers. He handled too many 
conflicting lines, bought too fre- 
quently, insisted on too many spe- 
cial orders, too many rush ship- 
ments. The sad part, of it is that 
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Use continuous Colitho Offset Plates or Readymasters in place of the 
ordinary paper in your tabulator and you can quickly duplicate the 
information when copies are required. You save tab time—do away 
with costly printed copy paper and your efficiency goes ‘way up. 


You'll choose Colitho Plates if you have offset duplicating equipment 
— Readymaster if you have spirit or gelatin machines. Any form can be 
preprinted on the Colitho Plate, or Readymaster. Perfect registration 
is automatic. Your duplicating department uses only inexpensive, plain 
paper to turn out completely filled-in forms—any number you need 
accurately registered—clear and sharp. It’s the way to add more pro- 
ductiveness to your working day. 

For more information quickly, mail the coupon attached to your 
business letterhead. 


os Columbia Ribbon & Carbon Mfg. Co.. Inc. 
180-9 Herb Hill Rd.. Glen Cove, L. New York 
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there are several 
eral hundred tho 
chants in these States 


Another 
How much waste are we 


important yvardstick is 
How much scrap are we m 

What is the percentage f 
well-known na 
al or many, With four branch 


second One 

iring units, recently 
16 per cent of all raw 
into their plants 
When 


a cam 


ominy 
a crap or waste 
this fiyure was revealed 


paign was begun to reduce this 


percentage, and while some im 


achieved 


provement has heen 
waste is still far too high in the 
manayement s opinion 
Robert Wood Johnson 
chairman of the famed Johnson 
& Johnson organization, with fac 
tories in many states and many 
different countries, once declared to 
this writer that he could purchase 
almost any plant, raise wages, and 
improve working conditions out of 
the savings he could effect by cut- 
ting spoilage alone. Perhaps this is 
why his is one of the most spec 
growth” companies in the 
he has purchased a 
number of different plants, built 
new plants, and has enjoyed a 
tremendous expansion in business 
since he took over active manage 
ment some years ago 
Without a yardstick of 
kind, without the necessary figures, 
properly find, 
check, and correct any of the many 
inevitable bad conditions which 
creep into the operation. That is 
why many management men feel so 
strongly that new and unusual 
measuring sticks must be constant- 


board 


tacular 
country. For 


some 


ne business can 


lv developed 

(often times a measuring stick 
may be useful only temporarily, as 
a sort of spot check. Many manage 
men use this technique of asking 
for special reports for a brief peri 
od of time. Such reports may deal 
with sales of only one product. The 
very act of asking for special re 
ports on the sale of one product 
may start the sales department put- 
ting greater effort on it. And that 
may be just the result desired 

For example, last year several 
management men we knew resolved 
to watch shipments of Christmas 


merchandise to be sure that cus 


tomers received this merchandise 


in ample time for merchandising 
activities, planning, and = displays 
Hence they asked for 


‘hh 


reports o1 
shipments of all ¢ ws orders 
between September 


In more than or 


delays 


ports 


t 


promptly remedied by a simple 
scheduling system in which Christ- 
mas orders were tagged for special 
attention 

Another 
iseful by some mi 


measure found 


anayement men 1s 


out. This figure is a rough guide to 
activity, volume in 
pounds rather than in dollars and 
when com- 


and shows 


cents. It also reveals 
pared with warehouse payrolls, 
whether or not labor expense is 
properly controlled. “We find it rel- 
atively easy to increase the payroll 
when we are busy in the ware- 
houses, but extremely difficult to 
reduce it quickly enough when we 
encounter slack periods,”’ said one 
controller who assisted in the prep- 
aration of this report 
In some cases a simple report 
such as a record of tonnage handled 
may be more valuable than a much 
more elaborate report 
The practice of asking for spot- 
check reports can be used success- 
fully to catch errors or nip trouble 
in the bud. One management man 
uses this plan. He has two assist- 
ants whose time is kept open for 
what he calls “special projects.” 
Not long ago these two assistants 
made a spot check, lasting several 
days, of all orders being shipped. 
These orders were checked for: 
1. Errors 
2. Completeness 
3. Delayed promises 
The report based upon this spot 
check revealed that errors were 
much higher than anticipated, caus- 
ing trouble in the adjustment de- 
partment, creating extra work in 
writing credit memoranda, adjust- 
ing accounts, and correspondence. 
But the important factor was the 
annoyance to customers caused by 
errors in shipments 
The job done by these two spe- 
cial assistants to top management 
on this particular project proved 
so fruitful that it has been set up 
for periodical repetition 
‘It should be remembered that 
one mistake in 20 shipments means 
that 5 per cent of our current cus- 
tomers are being annoyed, and that 
we are actually jeopardizing 5 per 
cent of our business. When we stop 
difficult it is to 
obtain a 5S per cent increase in 
sales, it is easy to see that we are 
justified in considerable activity to 
com- 


to consider how 


reduce errors in shipments,” 
ments one manager 
Another 


sulted in 


astute manager, con- 
preparing this report, 
said: “We attempt to maintain a 
unning check on our business in 


which shows, to 


partments 


put it rather simply, how we are 
doing 

“The purpose of this check is to 
achieve a greater coordination be- 
tween all departments. One lagging 
department may nullify the prog- 
ress and growth of a half-dozen 
other departments. By this con- 
stant application of some sensible 
yardstick of performance for each 
department, we improve over-all 
results. General von Hindenburg 
once said that a “battle is a living 
thing, changing from minute to 
minute.” So is a business. It is nev- 
er static. A department which func- 
tions magnificently this month may 
fall sadly behind a month later 
New conditions arise; customer 
taste and buying habits may change 
overnight (as they did in the re- 
frigerator industry so painfully and 
so recently) to upset the best plans. 

Only through the constant appli- 
cation of some unit of measurement 
can management maintain steady 
progress in any business. 


Dramatize 
Company’s Sale 


(Continued from page 11) 


would be helpful to a prospective 
buyer. The job then is to study the 
report and sift out anything that 
can be colored to stimulate interest 
in the business. The so-called color- 
ing, of course, is nothing more than 
playing up certain attractive fea- 
tures of the business that might be 
especially appealing to one specific 
company features seldom appear- 
ing on the balance sheet. 

In dealing with financial consult- 
ants, businessmen must pay a re- 
tainer fee, plus about 5 per cent of 
the sale price. Mr. Kneeland told of 
one executive who went through all 
the details of selling his firm, and 
all that remained to be done was to 
sign the contract. The owner said, 
with a sigh of relief, he was glad 
he had decided to sell. A couple of 
days later it was a different story 
The man’s wife changed her mind, 
and so the whole transaction was 
called off. The retainer fee at least 
saved the consultant from a com- 
plete loss of time 

Figuring the amount of money 
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Distinctive 
Leopold Features 


DULUX FINISH 


Smooth, clear finish is 
tough, durable resistant to 
cigarette burns and liquids 


UTILITY SLIDE 
Handy for over-the-desk 


conferences or dictation. Installed 
to order at low cost 


/@ 
ADJUSTABLE HEIGHT 


Glides make it easy to adjust 
desk height from 29 to 40 
inches. Ideal for uneven floors 
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E000/d/ office furniture 
..- helps increase office efficiency 
and productivity 


Businessmen from coast to coast have discovered that Leopold 
office furniture helps increase ofhce morale, reduce employee 
turnover, boost office efficiency and productivity. These benetits, 


which bespeak wise management, mean extra profits for you 


Give your organization a ‘litt’ from top executive to 
stenographer with a beautiful, efhicient, long lasting Leopold 


installation .. . a truly profitable investment. 


The Leopold dealer in your community is an experienced office 
planning counselor. Call him today, for specific suggestions 
profitable to you. If not known, please write us for his 


name and address 


THE COMPANY 


BURLINGTON, IOWA 
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tallation oy LeBlanc 


in 


| 
\ 
w 
INSTITUTE 
3 


when loaded to capacity. the 
roomy drawers of this 
fe A tle float open 
atatouch of vour hinge rtipes 
reason is the sturdy, welded sus- 
working heart of every 
tle—mounted on 
a hie ayy. we d 
all adds up te 
faster, better thing. Although 
material cortuilments may delay de- 
livery of these files, you'll find the 


ig 
lackder-ts pe frame. 


use a File 


that 


open? 


extra efficiency of STEEL AGE equips 
ment well worth waiting for 


Corry-4 


wn ing Corp. 
Corry, Penna. 


GATHERING RACKS 


Economically run offices arge and sma 


the efficient way ,ATHERING RACKS 


Worker sits or stands 


for large gatherings. Racks collapse for setting aside 


you can continue to collate by picking popers 
from piles spread on tables But you can assemble these 


papers twice aos fast and at half the cost by using Evans 


office communications, sort papers, or collate bulletin pages 


One paw « nan ollates 3,500 sheets an hour 


yliating steadily and without fatique 


Rocks are all aluminum, each section holding 500 sheets at 


inclined angle. Use singly. or two or more racks together 


See Your Dealer or Write: Evans Specialty Co., Inc, 405 N. Munford St.. Richmond 20, Va. 


Pictured: 
18 Section TU RACK at 
$2500. 7 other Models, 


from $11.00 to $16.50 


8 MODELS... 


GUARANTEED 


to produce quicker and 
more accurate results 
than any other collating 


aid on the market 


you might expect to get for your 
company is a little more difficult 
at least, it is impossible to give some 
definite yardstick. A general rule 
is that the selling price of a business 
is usually from 3 to 7 times the 
earnings (after taxes, etc.), accord- 
ing to Mr. Kneeland. There are, of 
course, dozens of “colorings” that 
might raise or lower the figure 

Mr. Kneeland cited an example of 
such “colorings” at work. A com- 
pany showed earnings of about 
$20,000 one year, but that was not 
a true financial picture. There were 
three factors involved in this par- 
ticular financial statement which he 
calls non-recurring charges. These 
charges were depreciation, interest, 
and expenses incurred in lawsuits. 
The company was amortizing its 
equipment during the war, which 
skyrocketed the depreciation 
charges, and a sizable amount of 
money was being paid out in inter- 
est. At the same time, some unusual 
lawsuits arose. These huge expenses 
had not occurred before the war 
years, and they were not expected 
to recur. If the money used to pay 
these expenses could have been put 
into the earnings column (which 
would be likely after the war 
years), then the earnings would be 
about $50,000 instead of the $20,000 
shown on the books. These three 
non-recurring Charges, of course, 
are only a few of the many that 
could occur during any year at 
different companies 

A question that might have aris- 
en by now is, “Why would a busi- 
nessman want to sell his company 
if it is doing all right?" The answer 
that tops all others is: Taxes! The 
Government penalizes a firm for 
“unjust accumulation of surplus,” 
and when a company has accumu- 
lated such a surplus, a chunk is 
taken out in taxes, or sizable divi- 
dends must be paid. One solution is 
to sell and pay a capital gains tax 
on the money received 

As an example of this unjust ac- 
cumulation of surplus, suppose a 
man owned a company and had $1 
million in cash and securities. He 
would have to do something quickly 
if he wanted to avoid paying the 
huge tax or unusually high divi- 
dends. A solution would be to find 
a buyer say somebody who would 
pay $1!, million for the business 
In this way the “surplus” tax would 
be avoided, along with the worries 
of running the firm. There would 
naturally be the usual capital gains 
tax to pay on the money received 
for the business. 

Many businessmen sell their com- 
panies or stock in companies so that 
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in the event of their death, their 
heirs will not be burdened down 
with huge inheritance taxes. One 


case was widely publicized in the 
newspapers recently when a top ex- 
ecutive of a nationally-known com- 
pany sold his stock in the firm be- 
cause he wanted to avoid shoulder- 
ing his family with heavy inherit- 
ance taxes later 

To show how taxes can 
work, suppose the owner of a busi- 
The Government figures 
the estate tax on the basis of com- 
pay earnings, and the earnings may 
have been up around $100,000. The 
outlook for the next 2 or 3 years 
might indicate much smaller earn- 
ings, but that does not lower the tax 
The family thus has to make sub- 
stantial payments, although there 
may be actually little cash avail- 
able. The family often is forced to 
sell the business, or some portion of 
it, just to clear the estate tax. Older 
executives who are looking to the 
future, therefore, might sell their 
interest to make things easier for 
their families in the event of death 

With the present tax structure, 
an outsider can buy a business and 
be in a better tax position than the 
man who struggled to build it into 
a going concern. Unfortunate as 
this tax discrepancy is, it is enough 
to push many men into selling their 
businesses 

Up until the last Congress met, 
several firms selling out to 
universities and religious and char- 
itable institutions to avoid terrific 
taxes. An Eastern university bought 
companies manufacturing these 


estate 


ness dies 


were 


products: Piston rings, macaroni, 
china, and leather. Other institu- 


tions were doing the same thing 
The last Congress, however, elimi- 
lated this method of getting into 
a lower tax bracket. 

There other than 
taxes, of course, why men sell their 
companies. Some owners just get 
tired—tired of red tape, strikes, 
shortages of raw materials, and the 
dozens of other irritations that con- 
stantly needle them. Other owners 
grow old and suddenly realize there 
is no one in the family to take over. 
The best answer seems to be to sell, 
and that is what often happens 

Lack of capital is another reason 
for some businessmen selling, and 
in most cases the sale is made to a 
larger company—a trend that the 
Federal Trade Commission has been 
viewing with alarm. Companies 
have also been sold to larger corpo- 
rations wanting greater diversifica- 
tion of products. In many cases, the 
smaller company merely becomes a 
division of the larger firm, and the 


are reasons 
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Harmon Elliott 


Talking 


rn 

Fin Elliott bicycle factory at 
Watertown, Massachusetts, was 
sold to the Stanley brothers in 
ISOS, and the Stanley steam car 
was manufactured inthis Elliott 


hnevele factory from 1899 to 1920. 


I remember how the Stanley 
brothers scoffed at gasoline au 
tomobiles, but IT saw gasoline 
automobiles put all steam auto 


mobiles out of business. 


The differences between a 
steam automobile and a gaso 
line automobile were no greater 
than the differences between the 
two kinds of addressing ma 


chines now on sale in the U.S. A. 


In fact acomparison of Elliott 
stencil addressing machines 
with other addressing machines 
will reveal more differences 
than steam versus gasoline 


automobiles 


I invite vou to join the thou 
sands of businessmen who have 
switched from metal address 
plates to Elliott ty pewriter sten- 


ciled tiber address cards. 


By what other expenditure 
can vou ceap oo per vear on 


your investment? 


May I send you a booklet en 
titled “Stencil Addressing from 


1852 to 1952”, 


153-S Albany Street 
Cambridge 39, Mass. 


former owners and executives re- 


tain their positions -as employees 
instead of employers, however 
There are times when a potential 
purchaser of a business is interested 
only in certain assets and not the 
tock. The owner, on the other hand, 
faces a tax problem if he sells the 
assets and hangs on to the stock 
First of all, the corporation will 
have to pas 
the sale of the assets, and then when 


a capital gains tax on 


the company is liquidated there is 
the possibility of a second tax. The 
owner obviously would rather play 
it safe and sell, lock, stock, and bar- 
rel and pay the clear-cut capital 
fains tax 

From the implica- 

ons brought this story, it is 


certainly evident that taxes are an 
important consideration in the sale 
and purchase of a business. It is 
Important too, at least in the price 
that will be paid, for some color 
and romance to be added to the bal- 
ance sheet so that attractive fea- 
brought out. These 

presented to the 


tures can be 
features, wher 
right company, can do much to 
clinch a sale. Another point to be 
considered is the factor of confi- 
dence does it matter whether 
customers, suppliers, and employees 
know that the business is up for 
sale 

With these 
mind, an owner who wants to sell 
can decide how to go about market 


considerations 


ing his companys 


How Five Companies Take the 


Kinks Out of Customer Service 


purge 
on customers. Also, to improve 


service to customers 


The Solution 

Another case of several depart- 
ments working with the office man- 
ager to achieve a big improvement 
in customer service is seen in the 
following case 

Special secretaries are assigned 
to small groups of salesmen. The 
function of each sec retary Is to re- 
lieve the salesmen in her group of 
all details that formerly kept them 
in the office. This, of course, results 
in the salesmen being able to spend 
more time on personal customer 
contact 


f 


Customer records of her sales- 


accounts, previously grouped 
a central location, are now main- 
ained by her 
During the absence of the sales- 
igned to her, all of their 
me calls are given to her, and 
When they telephone the of- 
she gives them a report 
While she has at her finger tips 
curate itineraries for all her men 
and can reach them if the occasion 
inds, the ordinary procedure is 
ait until they telephone the of- 
and then give them the infor- 
ion they need 
urpose of this practice is to 
disturbing any Alcoa sales- 
man When he is occupied discussing 
sales problems with his customers 


It also eliminates a minor source 
of irritation to Alcoa customers 
who should not be bothered with 
such interruptions 

In addition, this secretary types 
various reports, and in general 
keeps her men well informed as to 
their customers’ activities 

With this specialized assistance, 
Alcoa salesmen find it unnecessary 
to spend much time in the office, 
generally stopping in only long 
enough to check recent mail, dictate 
letters, fill out itineraries, and be 
brought up-to-date on information 
from the secretary. Thus, no time 
is lost by the salesmen in writing 
lengthy reports or doing other pa- 
perwork that can be done by their 
secretary 

The necessity for keeping vari- 
ous customers’ records is fully rec- 
ognized by Alcoa as a useful guide 
in utilizing intelligently the time 
of their valuable salesmen. They 
maintain, however, that a properly 
trained secretary, working closely 
with the salesmen can maintain 
more detailed records than they 
would be able to keep themselves 
Also, without any waste of his time, 
she can immediately equip him with 
any pertinent facts concerning his 
accounts that he needs to know 

The number of salesmen assigned 
to each secretary varies naturally, 
depending upon the size and num- 
ber of accounts and other factors 
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that would influence the amount of 
work required for each salesman. 


The Problem: 

In a large insurance agency, 
correspondence with policy hold- 
ers and prospective policy hold- 
ers, and correspondence with agents 
regarding special cases, was de- 
layed until agents were complaining 
bitterly 


The Solution: 

The agency manager, the cor- 
respondence manager, the office 
manager all sat down together 
for a survey of the problem. The 
agency manager firmly demanded 
improved service. The correspond- 
ence manager, in charge of the 
central correspondence department, 
and the office manager both com- 
plained that dictation habits were 
bad. Correspondence was often dic- 
tated the last minutes of each day 
and then rushed to the correspond- 
ence department. Many correspond- 
ents began dictating early in the 
morning, but never sent their dic- 
tation to the central transcribing 
department until late in the day or 
mid-afternoon. 

There were times during the day 
when the correspondence depart- 
ment actually had no work to do, 
yet at other times, especially in the 
late afternoon, work piled up and 
the department fell behind. 

There were other complaints; 
dictators were delayed in assem- 
bling necessary papers from the 
files. Momentarily, all progress 
toward a solution seemed stymied 
The filing department was under- 
manned, it was claimed. Equipment 
was inadequate. Service was poor. 
But a solution was imperative. 

Three steps were taken: The fil- 
ing department was moved nearer 
to the correspondence department; 
new files were installed, with better 
indexing. A destruction program 
was agreed upon, so that tons of 
old papers were cleaned out of the 
files and destroyed. Careful in- 
structions were issued to everybody 
in the office with reference to send- 
ing material to the files. Permis- 
sion was granted to destroy certain 
incoming papers without filing. In- 
structions were given all office em- 
ployees that no papers could be 
sent to files without authorization 
to destroy them at certain inter- 
vals. This brought a marked im- 
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Correct—without question 


.»-when you use your 
photocopy machine 


There's never any question about 
the authenticity or accuracy of a 
photocopy. Every detail of the 
original—facts, figures, dates, 
signatures—is reproduced with 

photographic accuracy and com- 
pleteness. 

On the other hand, manually 

transcribed records give you no 

such assurance. AND—in 9 cases 

out of 10—they’re much more 

costly to prepare. It will pay you 

to double-check the paper-work 

routines of all departments with 

these thoughts in mind. 


For the best photocopies, use 
Kodagraph Contact Paper 


This new paper is made by 
Kodak for use in all types of 
contact photocopiers. It re- 
produces all documents in 2 
dense photographic blacks, 
clean whites ... with new 
sparkle and legibility. And it’s 
easier, more economical to use 
—no more split-second timing 
or trial-and-error testing. Order 
it and see for yourself, 


al 


iXodagraph (Conveler Paper 


“‘THE BIG NEW PLUS’ IN THE OFFICE COPY FIELD 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. 


Gentlemen: Please send me a py ot Modern Drawing and Document Repro- 


duction”. .. your new, free booklet giving full details on Kodagr iph Contact Paper 
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THE CHART You CAN CHANGE 


Without Costly Re-Drafting! 3 


The-Cut Plast 


neuen wh 
of the 


Maroon 


Dark Green 


letters are used for Ce 

fit securely 

ind, which is availabi 

Black or White 


ELECTRO-MOTIVE DIVISION 
ORS, CORPORAT 


A PARTIAL LIST OF 
PROMINENT USERS 


United States Army 

United States Navy 

International Harvester Co. 

General Motors Corporation 

New York Life Insurance Co. 

Standard Oil Company 
(Indiana) 


MANAGEMENT CONTROL CHARTS CO. 


y and easily 


EVERLASTING 
Interchangeable 
ORGANIZATION 
CHART 


@ Sizes to Fit Any Organization Structure 

@ Sharp Prints Are Made Directly from the Chart 

@ A Typewriter and Ordinary Paper Are All You Need 
@ Relieves Busy Draftsmen of This Costly Work 

@ Invaluable as a Visual Training Aid 


Send for 4-page folder illustrating typical organiza 
tion structures and list of other 
Write Dept. 9-A today! Or phone Michigan 2-6334. 
1131 Wells St. 
Chicago 14, Ill. 


prominent users, 


Patrick Henry would 
back our platform of 
economy and freedom 
from chaos in business. 


Spend less to store more’ 
Keep inactive 
systematically safe, 
clean and accessible the 
low-cost LIBERTY way. 
Over 90,000 firms are 
using LIBERTY BOXES 
25 stock sizes for every 
popular form 


records 


speeds office 
paperwork 


Clip this ad to your letterhead for 
FREE BOOKLET of 
Record Storage Practice’ Tells how 
records. Shows 
best methods of record storage 


BANKERS BOX COMPANY 
Record Retention—Ovur Business Since 1918 
720 Dearborn Street Chicago 5, Ill. 


long to keep specific 


provement in service from the filing 
department, and eliminated the “‘de- 
layed papers’’ excuse which had 
always been somewhat overworked 
by the correspondents. 

Then a new schedule for dictat- 
ing was inaugurated. Dictators 
were trained and persuaded to dic- 
tate promptly, to send dictation to 
the central department without 
waiting until the end of the day. 
Regular pick-ups were scheduled 
so that dictation was sent to the 
central typing unit at all hours, 
and correspondence returned for 
signature three to four times daily 


o. 


The Problem: 


To provide better service to bank 
depositors in a branch bank system. 
To enable all branch banks to cash 
checks of depositors in any one 
bank in the chain. 


The Solution: 


The County Trust Company in- 
stalled two new pieces of office 
equipment in each branch. First, 
a rotary filing device known as the 
Simplafind, which enables the cus- 
tomer’s card to be withdrawn for 
inspection in a matter of seconds. 
The second piece of needed equip- 
ment was the Telefax, installed by 
Western Union. Telefax utilizes 
direct telephone wires. It is an 
electronic scanning and transmis- 
sion device which flashes a facsimi- 
le of the customer's signature on 
the card to the teller in the branch 
bank. 

With this equipment, it is pos- 
sible for a customer of any one of 
the numerous branches to go into 
any other branch and cash a check 
promptly. The plan increases the 
convenience and usefulness of an 
account in County Trust Company 
to many Westchester County resi- 
dents banking with them. 


4 yyy vy, Y 


The Problem: 


Lost time, errors in shipments to 
customers, and the need for an extra 
stenographer in the shipping room 
of Lucien LeLong Inc., famed Chi- 
cago perfumer. The trouble was 
caused by the need for writing labels 
for multiple-unit shipments to 
customers 
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Under the old plan, a stenogra- 
pher was assigned to the shipping 
room to type labels. As the packers 
prepared a shipment, they walked 
over to the typist with the invoice 
and shipping papers, and asked her 
to type a given number of labels, 
one for each package 

Sometimes two or three packers 
were waiting at a time for their la- 
bels. Instead of standing in line to 
wait, they would take over the pa- 
pers, then return to resume packing 
Sometimes when the labels were fin- 
ished, the packers would forget 
what packages they were intended 
for, resulting in a customer getting 
the wrong package. 

In busy times (perfumery is high- 
ly seasonal), the shipping room was 
somewhat less than orderly and ef- 
ficient. And a customer's getting the 
wrong shipment was a costly and 
confidence-killing matter. 


The Solution: 


The answer to all these problems 
proved to be almost fantastically 
simple. Each one of the 21 packing 
stations were equipped with a small 
Heyer hand addresser, which prints 
upwards of 60 addresses from a 
typed master. 

As the billing clerk prepares the 
invoice and shipping papers, she in- 
serts a master in the billing set. It 
is properly aligned, so that only the 
customer's name and address is re- 
produced on the master. This mas- 
ter is attached to the invoice and 
shipping papers, follows the ship- 
ment right to final packing. A ship- 
ment may consist of one package, 
for a small customer, or as many 
as 50 or more packages for a big 
customer. 

Due to the fragile bottles and 
consumer units of perfume, there 
are definite limitations to the size 
of the shipping container. The final 
packer checks his order, sees how 
many labels he needs, picks the 
master off the invoice set, runs off 
as many labels as needed, moistens 
them, glues them to each package 
in the shipment. He completes one 
shipment before he starts a second 
one. This eliminates delays. The 
address on the label must be exactly 
the same as the address on the in- 
voice, because it is written only 
once. 

With less confusion, and each 
man making his own labels at the 
exact moment he needs them, there 
is less chance for error. Another im- 
portant factor is the saving of the 
entire time of one typist, the person 
formerly employed to write the la- 
bels before use of the addresser 
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BELT BUCKLE CUFF LINKS 


Metal Arts Advertising Specialties 


Give your business friends a Christmas 
gift of lasting remembrance on attrac 
five, useful advertising specialty from 
Metal Arts beoring your advertising mes 
sage, seal or trademark 

Hundreds of suggested items to choose 
from, including smartly styled letter open- 
ers, ash trays and memo pods oll 
made of satin-smooth bronze by skilled 
Metal Arts craftsmen. Each one is individ 
vally gift-boxed, ready for mailing 

See your local advertising specialty job 
ber, or write today for catalog showing our 
complete line of business gift suggestions 


METAL ARTS CO., Inc. 


742 Portiond Ave Dept 15 Rochester 21, NY 


Faster Reading Ups 
Efficiency at Mutual Life 


nfinued from page 15) 


Or suppose only 1/100th of a sec- 
ond was given for a look at this 
sentence 

He dug a circle 

The sentence contains 12 letters 
and 3 spaces -15 units in all. It 
would confuse most people as much 
as the & digits above 

Right now it is likely that most 
readers doubt that their eyes can 
see that fast and register the in- 
formation on the brain. The eye 
and the brain are able to do the job, 
however, and much more, by con- 
centrating on the task and showing 
confidence in what the brain reveals 
the eye saw 

A typical MONY class begins 
each day with this sort of exercise 

looking at digits and sentences in 
1/100th of a second. 

As soon as students have faith in 
their eyes and brain, it becomes rel- 
atively easy to acquire the skills 
that lead to increased speed without 
loss of understanding 

MONY's course does two things 
at the outset. It convinces the stu- 
dents of the ability of the eye and 
the brain. It makes him aware of 
the elements that lead to increased 
reading speed. The rest of the 
course is exercise and application. 

The digit-flashing gadget is called 
a tachistoscope. For MONY's course, 
the timer is set always at 1/100th 
of a second. The beginning is easy. 
The instructor will flash a five-span 

digits and 2 blank spaces 
this 


60 1 


Then the span will be increased 
to six, like this: 


8621 0 


Then there will be 6 full digits 
like this: 
153681 
or 
026852 
Exercise in this way will go on 
for ten minutes or so each day. 
Later in the course the span will 
increase to 7 lengths, then to 8. 
Phrases will also be flashed—-still 


in 1/100th of a second. They will 
go like this: 

He dug a circle. 

Notice the lamp. 

It cannot spill. 

Ship her a card. 

He became blind. 

Shorter phrases are used in the 
early parts of the course. The span 
is gradually increased. 

Other exercises improve the 
smoothness and rhythm of reading. 

After the exercises, there are 
tests for speed and comprehension 

passages from Beebe, copies of 
typical articles from newspapers, 
magazines, and books. Ten ques- 
tions are asked about each of the 
articles read, and students check 
their answers. A record is kept of 
speed and comprehension on each 
article. 

The key to speedier reading is in 
increasing perception. Perception 
means how much you see at one 
glance. Everybody reads across a 
line in steps. The good reader takes 
less steps than the poor reader. The 
poorest readers frequently retro- 
gress-—-they go back over words or 
phrases that they have already seen. 
The eye is not working when it is 
moving. The eye sees only when it 
stands still. It is evident that if a 
person can train himself to see more 
in a single glance, if he can increase 
his perception, he will need fewer 
“steps” to read a line and he will 
experience less fatigue because the 
eye is moving less frequently. Hence 
reading speed will increase. With 
fatigue reduced, he will be able to 
do a greater amount of reading. 

For additional practice, students 
read a novel under “forced draft.”’ 
A machine called an accelerator 
contains a shutter which slides 
down automatically over the page 
of a book, from top to bottom, cov- 
ering the page line by line, thus 
preventing regression. The shutter 
can be set for any speed—from 200 
to 2000 words per minute. The effect 
is to force faster reading. Through 
constant use of the machine each 
class day, students develop the habit 
of fast reading, and they find that 
they get as much out of the novel 
at a fast clip as they do at a slower 
pace. 
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Damage in 
Transit 


(continued from page 17 


rier’s liability is rather inexpensive, 
particularly if a large distributor 
buys one insurance contract. 

As an example of the price of 
the cover, the following should be 
of interest. It should be understood 
that the rates are based on a num- 
ber of contingencies and that the 
human element of evaluating the 
exposure often produces different 
results by the respective insurance 
companies. 

We have assumed that a limit of 
$50,000 per railroad car or a limit 
of $25,000 per truck or trailer 
would be adequate. We have also 
assumed that a limit of $200,000 
in any one disaster would cover the 
situation. 

With these limits in mind, the 
annual premium for $1,000,000 of 
sales would be about $300 for those 
engaged in the seed business. Like- 
wise the same approximate price 
would apply to woodwork special- 
ties such as the showcase mentioned 
above. 

Those engaged in the wholesale 
tobacco business would not be so 
fortunate; the price would ap- 
proach $1,000 per annum should the 
same $1,000,000 of sales be involved. 

Newsprint is considered less haz- 
ardous by the underwriters, and the 
price here would be about $250. 

It should be understood that these 
are the rates that apply when cover 
is over and above the common Car- 
rier’s liability. In practice, the ship- 
per would be obligated to exhaust 
his reasonable efforts to collect from 
the carrier and in the absence of 
success, the insurance company 
would pay. 

There is available, at higher rates, 
cover that is payable at once to the 
shipper, and this is followed by 
the insurance company subrogating 
against the carrier on behalf of the 
shipper. 

There are also situations in which 
a deductible per loss would be at- 
tractive; the financial size of the 
shipper and the premium involved 
dictate the wisdom as well as the 
amount of the deductible. 

The distributor would then never 
be faced with the embarrassing po- 
sition of selling a good customer a 
“dead horse” and expecting pay- 
ment for it. 
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Why put up with stamps? 


@ It's easy to useaa DM 


amount of stamp you need, and press 


@ And licking and sticking? Keeping 
them locked up in a stamp box? 
Running out of the right denomination? 
Figuring out the postage account? 
Frequent trips to the postoffice?... You 
don't have to any more! Geta DM 


@ The DM is a desk-model postage meter . 
prints postage, the right amount for any kind 
of letter, directly on the envelope. Prints 
a dated postmark at the same time, 
and your own small advertisement 
if you like. Ha$ a moistener for 
sealing envelope flaps. And even 
handles parcel post. 


= PITNEY-BOWES 


Postage 


~ Meter 


Offices in 93 cities in 
U.S. and Canada 


irm 


ease 


Name 


Just dial the 


down the handle. Can be set for as much 
postage as you want to buy at one time, 
protects it from loss, damage, theft 
Shows postage available, and amount 
used, on visible registers Saves time 
and effort in mailing —and usually postage, 
® Mail the modern way with metered 
mail! Call the nearest PB office for a 


demonstration. Or send the coupon 


FREE: Handy wall chart of new Postal Rates 
for all classes of mail, complete with 
changes, and parcel post map showing 


zones for any localit? 


Prtnry-Bowes, 
2123 Pacific St 


Stamford mn 


send free bo wall chart to: 


Address 
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Today, the most useful person in the world is the man or woman who knows how to get 
along with other people. Human relations is the most important science in the broad 
curriculum of living —From the commencement day address to the 1952 class of Miami 


University by Stanley C. Allyn, 


president of the National Cash Register Company 


WELCOME CLERGY! 


B.1.R. DAY === 
OLIN INDUSTRIES INC. 


Members of the clergy making a tour of Alton (Illinois) plants were greeted by this 
welcome sign on their arrival for B.I.R. Day tour of plant of the Olin Industries 


New Visking Employees 
Get View of Future 


The newly hired employee at) The 
Visking Corporation, Chicago, doesn't 
have to wonder about what the future 
offers with Visking he gets the 
whole story in the booklet “Your Com 
pany and Your Job 
i) prepare 


i new informa 
mat {recently for em 


manual of some 45 
general pattern of 
couple ot pages 
company and its products 
formation about hours of 

md Wages. It is w 

r, that the mat 

job This chapter 

ir Future with Visku 
next chapter Visking Se 
curity Plans,” give the new employ: 
the whole pretur Job security, pro 
motion seniority 
accident 
plan, guaranteed income plan, Wage 


Vacations, group 


Insurance disability Wage 


dividend plan, and educational-grants 
plan are included 
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Open House for Clergy 
Held by Olin 


When industries in the Alton-Wood 
River area of East Alton, IIL, co- 
operated to observe the first annual 
Business-Industry-Religion Day this 
summer, Olin Industries played host 
to 11 of the 75 clergymen who ac- 
cepted invitations to visit the various 
plants 

After a welcoming address, the 
group was conducted on a tour of the 
plant. A luncheon served in the plant 
cafeteria followed. Concluding the 
day's activities, a discussion period 
was held at the Westerner Club 
Lodge. 

Employees, acting as guides for the 
group, showed off packaging opera- 
tions, cartridge manufacturing, brass 
mill operations, and other manufac- 
turing processes of the various Olin 
departments. It is planned to make 
the B.I.R. Day an annual affair in the 
Alton-Wood River area 


RCA’S Award of Merit Program Enters Eighth Year 


Under the RCA Victor suggestion 
system, employees submitting prac- 
ticable ideas to the management are 
awarded sums of money, 
representing the first year’s savings 
to the company brought about by the 
However, there are many 
types of work 


speertic 


adoption 
achievements the 
earried on by employees 
which, while valuable, cannot be 
measured in terms of dollars 

Back in 1945, RCA Victor began 
S program to recognize these achieve- 
Award of 
ert Program. This program, now 
honors the 
top 1D salarie employees ot the com- 


salaried 


nts by setting up its 
into its ezthth vear 


pany during the vear tor outstanding 
engineering, 
accounting, manufacturing, ete. Four- 
teen department groups may partici 
awards 


evements in sales 


pate in these 

Each salaried employee, who has 
not previously received it, is eligible 
for the Award of Merit, but not more 
than 15 such awards are given in any 


one year, Selections are made as ftol- 


lows. Prior to December 15 each year, 
the head of each department receives 
from a subcommittee within his de- 
partment, the names of those people 
whom this subcommittee considers 
deserving of nomination for the award. 
Department heads review these nomi- 
nations before they are submitted to 
managment. After the management 
staff studies the nominations, 15 
award winners are specified for the 
year 

The 15 awards are presented at a 
formal dinner held in January each 
year. Such awards fill the need for 
recognition not only in RCA Victor, 
but in every large organization where 
the individual is likely to be “lost in 
the shuffle.” 

The care with which the award 
winners are selected and the formal- 
ity of the presentation have caused 
the program to develop into the out- 
standing recognition society at RCA 
Victor—much sought after by the 
16,000 salaried employees of the com- 
pany 
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top prize in 
Sperry Flour contest, gets keys to car 


Winner of new Ford, 


House Organ Uses Quiz 
For Reader Interest 


Since all people—including em- 
ployees--seem to enjoy answering a 
quiz, it is not surprising that William 
J. Getty, Jr., editor of Our Sun, pub- 
lished for employees of the Sun Oil 
Company, Philadelphia, regularly in- 
cludes a quiz feature in each issue 
of the magazine. As a method of giv- 
ing employees information, the quiz 
idea has proved to be extremely valu- 
able to Sun Oil 

The feature 
and started as a 
quiz. It underwent 
in format and editorial treatment 
However, then as today, the feature 
first lists the questions and then gives 
the answers upside down in a_ box 
at the bottom of the last column. Most 
of the Sun Oil 
operations, but now and then a ques- 


began back in 1947 
Look style photo 
various changes 


questions pertain to 


tion relating to general knowledge 
will be included 

Questions may have one of four 
answers, thus: Paid vacations are 


granted by the company to employees 


with 15 years’ service as follows 
a 1 week; b-—15 days; c— 3 weeks 
The answer given at the end of the 
quiz is “3 weeks.” The entire quiz of 


which this question was part covered 
employee benefits. In other recent 
issues, questions related to the lan- 
guage of the oil industry; the history 
of Sun Oil; the company’s annual 
report to employees; and figures on 
the consumption or use of oil. In some 
issues sketches are used to illustrate 
the questions; in others, photographs 
Thus each quiz is varied enough to 
interest 


maintain reader 
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Sperry Flour Employee 
Wins Prize Ford 


midnight on the closing 


Just before 


day of the Sperry Flour Division's 
(General Mills) contest, a Tacoma 
blender of General Mills Formula 


Feeds dropped his entry in the mail- 
box and turned up as winner of the 
top prize in the contest a 1952 Ford 


sedan. All he had to do was complete 
the sentence: “I can help myself and 
my company most during Sperry’s 


100th anniversary year by but 
that completion put his entry at the 
top of 2,300 entries submitted in the 
returns from employees in 8 Western 
states and Hawali 
Other prizes awarded 
in each district participating included 
First prize, a radio-phono 
graph 17-inch television set 
prize, Crosley clock-radio; third prize 
a Benrus 17-jewel wristwatch; fourth 
sweeper, and 
fifth and 


contestants 


Crosley 


second 


prize, a Regina electric 

Crosley table radios for 

sixth prizes 
The contest 


is but one part of the 
celebration of Sperry’s 100th 
versary which commemorates th: 
founding, in 1852, of a little mill in 
Stockton, Calif., by Austin Sperry 
The original mill which produced feed 
for pack animals during the gold 
rush grew into the largest milling 
firm west of the Rocky Mountains 
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Texaco Sets Up New Plan 
for Employee Savings 


To help its more than 34,000 en 


ployees adopt regular savings pro- 
grams and to provide additional s+ 
curity for their retirement, The Texas 
Company has just set up a savings 


plan in addition to the other healt 
and security benefit programs of the 
company 
Under this plan, the employee hin 
self decides how much of his salary 
or wages he will each mont! 
The minimum is 2 per cent; the maxi 
mum, 5 per cent. The company adds 
0) cents to every dollar saved by the 
and the employee hin f 
how his 
contributions are 
may 


Save 


employee 

determines 
company s 
invested. He 


SaVINES 


choose to I 
Savings bonds 


entire amount in I 

Texaco capital stock, in shares of 

certain investment companies, or he 

may divide it up among three cate 

gories in any proportion he wish 
When a Texas Company employ 

retires, he will receive under this 


plan the cash or securities, with di 
interest, accumulated'in his 
Sayles Leach, the com 
explains that sinc 


dends or 
account. J 
pany’s president, 
the plan is aimed at greater retire 
ment security, membership is tied 

with the company’s group life in 


surance and pension plan 


Do Your Employees Read 
The Wrong Literature? 


Employee relotions executives ogree much of 
the literature employees read distorts their 
thinking about business. And literature distrib- 
vied by the poyrol!l enclosure method is often 
labeled “propaganda.” 

A Solution to the Problem—To meet the prob- 
lem, N.&.B. is establishing Informotion Rock 
Centers in plants and commercial establishments 
across the country. Through 
this method employees select 
literature on voluntary basis. 
Positive thinking is developed. 

The free booklet, How to 
Strengthen Employee Relotions 
With Information Rock Centers, 
exploins how you moy profit 
from this successful progrom. 
Send for it todoy 


THE NATIONAL RESEARCH BUREAU, INC. 
421 N. Deerbeorn Street Chicege 10, Illinois 


fag? 


4 (s 


\V 
What a difference when you switch to 


Oxford 
PENDAFLEX® 
2, 


FURY OF SECRETARIES ‘) 


“File fatigue 


diminished S 
when % 
PENDAFLEX 
was installed 
in our office.” 
Today's faster business ental 
pace calls for easy mod ; 
ern filing—the new style —— > 
Pendaflex hanging 
folder way. Oxford in 
terviewed many office J 
workers, found old style * Frome fits 
folders a bottleneck, in file drawer! 
Pendaflex 20% faster, 
actually reducing 7 fil prr- J 
ing motions to 3. Get ’ 
the facts about work 
conserving Pendaflex ‘ 
reference 
MAIL COUPON TODAY 
Oxford Filing Supply Co., Inc. : 
53 Clinton Road ' 
Garden City, N.Y. 
Please send me information about 
| Oxtord Pundaflex tolders and the name 
of nearby dealer 
NAME 
ADDRESS 
city STATE 
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First woman employee, Harriet 
Swailes, joined 3M in 1903 as clerk 


Today's business girl, like many others, 
works while her husband is in Service 


How Cessna Handled Employee Smoking Privilege 


Like that of many another manu- 
facturing company, the plant of the 
Cessna Aircraft Company, Wichita, 
Kan, is vulnerable to fire and espe- 
cally to damage caused by carelessly 
discarded lighted cigarettes. Up until 
this summer, Cessan banned smoking 
by employees throughout the plant, 
but now thousands of Cessna em 
ployees may “light up" provided, of 
course, they are not in a NO} SMOK 
ING area. For safety’s sake, there 
still must be areas where smoking 
cannot be permitted 

When the new policy was set up, a 
program of education was started so 
that the thirty to forty 
small fires” started each day as Cess 
na shop smokers “light up” would be 
kept under control First, Cessna 
explained caretully to workers why 


thousana 


ih areas as paint rooms, storerooms 
airplanes, and within 10. feet 
of magnesium operations, had to be 
prohibited areas. Next, NO) SMOK 
ING signs went up in the forbidden 
areas, and then, grey-painted cans 
were placed throughout the plant tor 
cigarette butts and matches. It was 
then explained why containers marked 

Trash Only” or “Rags Only” were 
not to be used for discarded cigarettes 
or matches 

In about 2 weeks, the plant was 
ready and employees got the go ahead 
signal Naturally, smoking regulations 
are being strictly enforced by super- 
vision, guards, and firemen, and em- 
ployees understand that the right to 
smoke may be withdrawn from any 
department or area where smoking 
restrictions are not completely ob- 
served 

One of the most interesting promo- 
tions for the new policy on smoking 
was the special insert included in 
Cessna's publication, Cessquire. The 
insert Was given a regular cover and 
looked just like another issue of the 
magazine so far as color and title 
went. However, instead of the 
cover picture, the 


insert carried the 
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words, “Extra Smoking Policy Ef- 
fective June 9." A cigarette and pack- 
et of matches gave “atmosphere.” The 
two-page insert explained the new 
policy in detail, and gave the em- 
ployee something to think about by 
telling him how completely it was up 
to him whether the policy would be 
permanent or rescinded alter triat 

The management of any company 
about to change its smoking policy 
would find this insert helpful, not 
only because it is an unusually good 
presentation of a new policy, but also 
because it covers many an angle that 
might be overlooked 

Changes in such policies —especial- 
ly those affecting personal habits of 
employees are 
make. Unless carefully handled, trou- 
bles are bound to pile up, as manage- 
ment has frequently found 


never too easy to 


Employee douses his cigarette in spe- 
cial container in ‘‘No Smoking" area 


3M House Organ Devotes 
Issue to Women 


The first woman employee who 
came to work for 3M— Minnesota 
Mining & Mfg. 50 years ago 
started as a general office girl. When 
this milestone in the history of the 
company came to light, it was de- 
cided to get out a special issue of the 
employee publication, The Mega- 
phone, which would be devoted en- 
tirely to the distaff side of office and 
plant 

This tribute-to-women issue is one 
of the most attractive and well- 
planned issues of an employee publi- 
cation which has appeared in print 
for some time. From cover to cover, 
ingenuity, good copy, fine layouts, 
and interesting photos sustain inter- 
est. Take for example the front cover 
There is a black and white photo of 
today’s business girl—a pretty, effi- 
cient-looking, smiling miss. Inside the 
front cover is the same girl, but here 
the photo is in color and shows the 
back of her head 

To start the ball rolling, a photo on 
page 3 shows the chairman of the 
board, W. L. McKnight, presenting a 
watch to a woman employee (retired 
now) who had been with the company 
longer than any other 3M employee 
43 years. She came to 3M in 1907 
right out of business school and, clas- 
sified as a stenographer, earned $5 a 
week. The copy reads, “In 43 years 
she has seen 3M salesmen with handle- 
bar mustaches and crew cuts; has 
worked by kerosene lamps and fluo- 
rescent lights; has seen orders deliv- 
ered by horse and wagon and via air- 
plane 

Each page following shows a photo 
of one of today’s feminine workers 
and explains her job switchboard 
operator, receptionist, secretary, typ- 
ist, laboratory worker, and plant 
worker. Credit for an unusual idea, 
unusually well done, goes to Lorraine 
Foss, assistant editor of The Mega- 
phone and editor of this special 
women's issue 


Stockholders Welcomed 
With Greeting Card 


When, for the first time in its 
history, American Greetings Corpora- 
tion offered stock to the public, a 
special folder was used to “welcome’ 
new stockholders. The folder made 
use of greeting-card technique and 
format so cleverly that the idea has 
brought much favorable comment 

Few companies can actually use 
their product in employee or stock- 
holder promotions, of course. But, in 
many cases, the design and/or special 
color of the product (or its package) 
can be featured in such a manner as 
to tie stockholder or employee and 
company closer together 
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“The possibilities in increased productivity alone,’ from the “vast unexplored area of 
science’’ opened up by advancing technology, ‘are enough to expand our standard of living 
substantially beyond its present high level,’’ said Crawford H. Greenewalt, president of 


E. |. du Pont de Nemours & Co., Inc., at ceremonies at the site of the first Du Pont Mill 


New Non-Skid Pad records for storage By using this 
F T it method. a tour-drawer letter file filled 
or lypewriters with microfilm can equal the com 
plete contents of an entire file room 
It is also ideally suited for depart 
shock on hard flooring surfaces, Ace = 
yperation where portability is 
Hose's product is now being marketed 
rable. The Flofilm camera elimi 
as a typewriter pad Hundreds of 
nates all loading, threading and film 
springy air pockets are captured in . 
handling so a completely 


the waffle design in the sponge rubber 
giving typewriters a comfortable 
noise-deadening base. The pad is slip 
proof, cleans with a damp cloth, and 
won't pack down or deteriorate. Ace 
Hose & Rubber Company, 1708 S 
State St., Chicago 16, Ill 


Handsome, Sturdy New 
Desk Trays 


KILN-dried solid oak, walnut ind 

mahogany are used in both the kecon 

ind “Front Office” Selco model 

rie al sive ongue-and-groove cor 

For Any Size Business ers assure long Wear, and the cleat 

stained lacquer finish makes thes« 

NOW even small businesses can enjo trays attractive. Sell Corporation, 500 
the savings afforded by microfilming S. Clinton St., Chicago 7, Il 


Card Punch Simplifies 
Record-Keeping Procedures 


ALMOST completely automatic han 
dling of order writing, preparation ot 
shipping tickets, mailing labels, spe- 
cial parts lists, master file changes 
accounts payable records and payrolls 
is possible with Remington Rand's 
new Card-o-Matic punch. By simply 
pushing a button, master card is sé 
lected rapidly, standardized product 
description and correct price is 
punched on order, together with in- 


formation such as customer city 
state, and salesman code. Then vari- 
able data may be added, a new detail 
card punched, and the master card re 
placed in the file--all in one opera- 


tion. Remington Rand suggests team ‘ 


ing new card punch with the Conve- 


Filer, a mechanized continuous tub 
file, for greatest efficiency. Remington 
Rand Inc., 315 Fourth Avenue, New 
York 10,N 
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copy. Film cartridge holds 50 {t. of 
16 mm film enough tor 3,600 checks 
or 1.600 letter-size documents. 
‘ essing service centers will develop 
exposed film. Diebold, Incorporated 
Fofilm Division, Norwalk, Conn 
4 ] 
tig 
4 
4 
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Desk-Side Machine Copies 
Any Size Office Form 


WITH! an 


to cops 
and 
macnil tha a 


fler 


casters 


op 


only 
volt 


mas 


AC power circuit 
eloping 
exhaust ducts, or 


ers, inks, tray de special 
highting specially 
trained operators are needed. Ma 
finished in neutral gray 
Bruning Company, Inc 
Teterboro, J 


chines are 
tone. Charles 
125 North St 


New Portable Posting Trays 
For Cards or Ledger Sheets 


Tax Computer Figures 
Payroll Deductions 


re greatly 

computer 

window read 

The computer 

that new drum charts 
affixed easily, thus preventing 
speed and in- 
iracy are said to be fea- 
Ayres Corpora- 
Calif 


ener Gyre 
machine 


81, Wilmington 


Visible Card File 
ls Compact 


Heavy-Duty Shelving 
Easy to Assemble 


re-enforced sides and cen 
new Lron-Grip shels 


Linch 


es have 1 
gh carbon angle irons 
Front and rear have U 
channels) even 

Stud simply 

shelf and then 

upright. Shelf 

d assembly 

the stud com 

in the keyhole to 

p No nuts 

d for speedy 

rs, drawers 

‘available in 

pto Division of Aurora 


\urora, Il] 


Desk Model Folding Machine 
For Small Office 


LITTLE longer 


and costing not much more 


than a typewriter 
Pitney 
Bowes new electric office tolding ma 
chine takes the drudgery out of hand 
folding paper forms and cuts clerical 
costs. Simple enough to be operated 
by any office worker, the tolder can be 
minute by a 
simple measuring rule and two indi 
cator knobs. Operator can remain in 
one position since the machine, ca- 
pable of folding with precision up to 
5,000 sheets an hour, feeds and stacks 
from the same end. Sheets are 
stacked in the hopper and lightly 
moved by finger to feed rollers wher« 
the electric machine takes over and 
automatically. It can mak: 
two parallel folds in one operation 


‘t up in about one 


teeds 


as well as any one of eight basic 
types of folds on a wide variety ol 
paper Portable 
and conveniently stored when not i 


sizes and weights 


use, machine is 12 inches wide, 4 
inches high, and 22", 
Weighs 23% 
Stamford, Conn 


long, and 


Pitnev-Bowes 


inches 


pounds 


MEME average cost of less than 2 ee: 
cents per square foot of coy Bru 
new Copyflex Model 14 offers 
j a) efficiens it a low cost la 
chine makes positive copirt ot almost 
anvthing typed, writtet printed, or ; 
irawn. Its 2 ch copyit width er 
— quare yard of floor space 
Model 14 can be rolled on its =! 
{ to any worksite. It requires 
j <4 connection 0 i sta ara 
4 
| 
~ 
| new trays have been added to 
with fixed sides. ‘The Porta-Matic tor 
edger sheets comes in three tn 
wid seven Widths Card corm 
PAY Re 
mplit 
> 
obsol« 
\ reas 
‘ e’ tier 
OPERATING on a ma ti prin SPECI 
natin ins cards wt inden neh by 
ler card is) mo Ind inch thick ma) 
ids are magnetized to repel each shaped re-e1 
7 ther by a permanent magnet built stronger tha i | 
nto trav o trawet! Card slips into a 
sewriter or ce ma nto a kevho 
chine witl t affect their ma then press 
netic reaction Slow erit and s complete. A 
searchit tor card s climinat ana bines with th 
only desired card is ha 1, form a tight ! 
ecards neater and fresher lo r. Card bolts. or too 
file is available in all card s s trom shelf adjustn a’ 
ence 6 inches by 4 inches up to 10 inches by backs. and si re 
10 inches. Business Efficieney Aids ull sizes. Equ 
7616 Lincoln Ave, Skokie, Il Equipment Co, 
at 
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New Typewriter Features 
Dual Tab Control 


ROYAL'S latest addition to its type 


writer family has a “magx tat ‘ 


tor which is designed to give ft 
secretary the advantage of both fing 
and palm tabulation without m« 

her hands from the 
Another tei 


control, mé 


Key positions 


carriage 
for an operator to adjust the tensior 
of the carriage to suit the job by 
turning an indi 
side of the machine. Keyboards ca 
be personalized at slight additional 
charge The 
soft brown color, with non-glare plas 
tic green keys, to harmonize with ot 
fice interior. Royal Typewriter Com 
pany, Inc., 2 Park Avenue, New York 


ig dial on the 


typewriter comes in a 


Prefab Wood Shelving Solves 
Storage Problem 


HAVE vou been look 
cost Way to stock your inactive re« 
them 


These re 1dy-to-set-up 


available 


ords and yet have 
needed * 


shelves are your answer 


when 


Extensior 


inits may be added easily and quickly 


to the starter unit as your files ex 


and. Framework is % inch by 1°, 


inch Ponderosa Pine san 


with rounded edges and 


brackets of hea 


factory-applhied 
gauge Cadmiu 
members, precision slotted, fit tightl 
Masonits Presdwood 


shelves held in place with notched-ou 


corners. Shelf boards are not neces 
sary When using transter file boxes 
24 inches long. Starter unit consists 


of framework for six shelves 42 inches 


wide by 24 inches deep, with 12 


clearance 
unit is 84 inches high. End panels of 
Masonit« 
able. Bankers Box Co, 720 SS) Dear 
born St.. Chicago 5, Il 


betweer shelves Ent 


Presdwood are also ava 
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Dual Tape Recorder For 
Synchronous Recordings 


NEW 
makes two recordings sin 

or at different times, and plays then 
together With the 

tone, dialogue can be re« 

channel, and m 
sound effects, d 
second channel 


method of sound = rece ting 


back 


isical ba ro 
ibbed in lat th 
Both re« 


be revised and adjusted separ 


until satistactory. The bot! 
may be transferred syne} 
the sound track of the filn 
sound accompanin 

and film strips. Father 


be erased or mad sudit 


rarily, corre 

volume, or copied wit t aff 
the other. Available in two mo 
both of which have automat ra 


Copy Machine Is Small, 


heads, fast forward and rewind 
arate radio and microphone 


put Light, Compact 


for each channel, and seperate o 
put channels, plus a dual outpu PHCTO act, fini | copies can be 
for mixing both channels. Record ma than a minute with Rem 
weighs 26 pounds and is 23 inche ton Rand ew Copyfix. No devel 
long by 11's inches wide | 8 inch vy. Wash tix or drving re 
operates on 115 olts juired. Machine operate ifter bei 
110 watts. Magnet ) plugged into a electrical outlet, and 
Industries, 30 | Nev t s or ils up to 14 inches wide 
k4,N. i t 1 pla 1 


tt expo 1 nega 
pap ' » st t of positive 

( fix wil 

ibo 1 conds from the 

t mia them 

i if ect px tive 

i Ss required) Anyone or 

ff staff can dot job without 

pre us experience. Remington Rand 


Inc.. 315 Fourth Avenue, New York 
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8. DICK COMPANY 


we SHRED ALL 


WASTE PAPER SHREDDER 


Quickly shreds newspapers, magazines, 
waste paper cellophane, corru 
gated cartons, wax paper, etc , into uniform 
remlient strands ideal for packing pur 
poses. Especially adapted to shredding 
confidential records, blueprints, et per- 
mitting the return of this high-grade paper 
to the paper mills, for re-use 


tissue 


All revolving parte 


are covered Instantly adjustable Shredse to 


fompart, economical, safe 


%". Designed for continuous and trouble-free 


FREE TRIAL 
Operate a SHRED ALL 30 days. If 
not satisfied—return—owe nothing. 


UNIVERSAL SHREDDER COMPANY 
SAGINAW, MICHIGAN 


FOLDING 
MADE EASY 


Now get easy, fast tolding of 

anything you mail. Eliminate 

slow, costly hand folding with 

the new A. B. Dick Folding ‘mas 
Machine. Statements 
Learn in 5 minutes how to — 
make all standard folds. Just Duect Maul 
use the Quick-Set Fold Chart. Countiess 
No measuring! No computing! hstunnathd 
Send coupon for details. 


EXCLUSIVE Quick-Set Fold 
Chart. No guesswork! 


Dept AB.952-F 
3700 W. Towhy Ave. 
Chicago 31, 


I'dlike more informationon saving with 
the new A. B. Dick Folding Machine 


The following literature is of special 
interest to executives active in busi- 
ness management. It is current, and 
requests for this literature received 
several months after date of this 
issue may find supplies of the various 


booklets are completely exhausted. 


9201, INDUSTRIAL MAGNIFIERS 
HOW TO CHOOSE AND SE 
THEM. This very comprehensive 2 
page booklet gives all the facts you 
need to know in purchasing and using 
Lomb's new 
booklet outlines the optical principles 
of magnifiers in easy-to-understand 
language. It describes the basic types, 
tells how to use and care for them, 
magnifier selector 
chart and glossary. Liberally illus 
trated with photographs and dia- 
yrams, the booklet contains specifica- 


maynifiers jausch & 


and includes a 


{ 75> magnifiers in a selector 
index. Ask for Publication I-67 when 
writing Bausch & Lomb tor tree copy 


trons 


92020 THERE'S A BIG NEW DIF- 
FERENCE his giant-size tolder de- 
scribes Standard Register’s new auto 
matic line finder which allows the 
erator to bring the platen to a pre- 
termined writing lne with just a 
flick of r ‘This beautifully ce 
ned With its illus 
graphically how much 


giant 
trations, shows 
lifference there is in) your billing 
operator's effichency when using Kant 
key- 


is forms on your 


machines 


030 HERE'S 
ACCURATI 
EVERY 


HOW TO BRING 
VISIBLE CONTROL 
BUSINESS RECORD 
This unusually designed folder covers 
Diebold’s mew V-Dex file. Prepared 
n the shape of the record itself, the 

graphically illustrates the con- 
factors for individual record fol- 
ip. Also described are other fea- 
reference and 


stict is tact 


HAMMERMILI MANUAI 
OF PAPER INFORMATION. This 
pocket-size edition is a time- 


pase 


SAVING erence book tor buyers of 
printing Its pages cover 
office paper and. five 


is Well as 


pMiper 


paper 
information such = as 
billing machine rolls, 
ind small roll spe- 
ide back cover 
about 


con- 


Ham- 


9205. FIRE DANGERater. By sim 
ply turning the dial of this unique 
fire-risk 
can find out in seconds if the record 
protection he now has is sufficient to 
protect his important records in case 
of fire. The fire-hazard calculator is 
based upon reports of fire protection 
whose experience enables 
them to predict how long a fire will 
burn and how hot it will get in any 
type of building. It evaluates 17 im- 
portant risk factors—-size and height 
of structure, occupancy conditions 
type of equipment, ele- 
ator shafts, stairways, drafts, com- 
bustibles, nature of nearby 
tures, and other factors used in rat- 
ing fire 


calculator, a businessman 


engineers 


floor space 
struc- 


riskKS 


9206. HOW TO HANDLE 5 TIRE 
SOME OFFICE JOBS WITH HAP- 
PIER WORKERS AND AT LOWER 
COST. This well-designed 19-page 
booklet lists the five types of of- 
fice drudgery-—licking and _ sticking 
stamps and wetting envelope flaps, 
tearing open or slitting envelopes 
handling and weighing of mail and 
figuring postage, hand-folding and 
ereasing different types of printed 
material, and hand-counting and rub- 
ber-stamping or otherwise marking 
paper forms. It also describes five 
machines designed to eliminate this 
drudgery. Facing pages contain first 


the problem then the solution 


207. THE SCIENCE OF ECO- 
NOMICAL SHELF STORAGE. Any 
one who has traveled endless miles 
gathering nuts and bolts 
from the customary file bins will be 
wide-eyed with wonder at this book- 
let describing the new Rotabin’'s time- 
saving, floor-space-saving 
It takes pictures, of which there are 
many 


tools and 


features! 


to illustrate the value of these 
rotating storage bins. It shows how 
you can have the tool you need at 
your finger tips in a matter of sec- 
All sizes and types of Rotabin 
includ- 
remova 
dividers 


onds 
shelving equipment is shown 
ing removable drawer units 
ble pans, adjustable bin 

check hooks ind steel enclosures 
Iso covered are counter shelves and 
racks, as well as 
bulk storage Rotabins. If you have a 
problem in. storing heavy material 


this booklet is well worth reading 


heavy-duty storage 


9208. YOU FILE ACCURATELY 
YOU FIND QUICKLY WHEN 
YOU USE Y AND E FILING SYs- 
rEMS. Catalog No. 3704 covers in d« 
tail all the equipment 
overcome any filing problem you may 
have. Covered in the book are indexed 
card filing systems, direct reference 
expanding index, and direct name 
vertical filing system, as well as sort- 
ing and record control. All supplies 
lustrated in Y and F's 


necessary to 


mentioned are 


catalog 
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9209. SUGGESTIONS FOR EF- 
FECTIVE PROJECTION OF MOV- 
IES, SLIDES, AND SLIDEFILMS 
This handly little leaflet contains 


valuable tips on how you can impro 


additior 
required 


your film projection. In 
listing basic equipment 
show, the 
suggestions on extra equipment 
lists in detail the 
vance that should 


a successful 


considerable 
preparations 


leaflet wis 


made. It also provides data on scre« 


picture size and desirable screen im 
age size, depending on the audience 
Diagrams showing ideal audience: 
and screen arrangement are include 
A picture section on the back of t! 
leaflet illustrates projection difficu! 
ties and their remedies. These includ: 
pictures which are too dark on the 
screen, too light, distorted, and un 
sharp images 
~ 
ii 


| 


Requests for these booklets may be 
sent direct to the companies listed. 


9201. Bausch & Lomb Optical Co 
558 Bausch St., Rochester 2 
9202. The Standard Register Com 


pany, Dayton 1, Ohio 


9203. Diebold, Incorporated 


2, Ohio 


Canton 


9204. Hammermill Paper Company 
Erie, Penna 

9205. Mosler Safe Company, 320 
Fifth Ave., New York, N. Y 

4206. Pitney-Bowes, Stamford 


Conn 


The Frick-Gallagher Mtg 
Wellston, Ohio 


Yawman and Erbe 


( 


Manutac 


turing Co., Advertising and 


Sales Promotion 


Dept 


Rochester, N. Y. Specify Cat- 


alog No. 3704 


9209 
Rochester 4, N.Y 


1952 


September 


Eastman Kodak Company 


correspondence drawers 
motion exposes every Hem 
CORRES.-FILE 


drudgery typical of the past 60 years of fil 


correspondence right to the seated 
save up to 50% of clerical operating time 


wiltshire modern 
CONSULTATION 
DESK 


finance offices, in 
this Wiltshire 


Ideal banks 
surance componies 
Modern Consultation Desk 
for private confidential conference be 


for 
is designed 
tween two or more persons 


This 
able 


versatile desk allows comfort 


close-in seating on three sides 


saves space while increasing the 


efficiency of your office 


If your business requires frequent 


ONE door 
in the neu 


Banishes each day the 


drudgery that wastes costly clerical 


breeds costly filing errors 


Streamline your filing with ROTOR CORRES 


FILE 


perat r 


Send for more details at once! 


ONE MOTION DAILY 
ENDS 60 YEARS OF 
(8-HOUR DRUDGERY! 


THIS ONE door opens the equal of nearly 12 
ONE 
ROTOR 


&-h 


the first major improvement in hling 
since drawer-files appeared in 1893. Transfer 
your correspondence and card records to cit 
cular tiers that rotate at finger touch bring 


need 


See it at 


customer consultation, you the 


Wiltshire Consultation Desk 

your dealer's now! 

WRITE FOR OFFICE PLANNING GUIDE 
Imperial's Office Planning Guide 

Complete with floor 


plan, cut-outs and 


basic office planning information 
is available now from your nearest im 
perial dealer. Call him today or 


write direct for your copy 


Emperial 
desk company 


EVANSVILLE 7, INDIAWA 


WASSELL ORGANIZATION, 
] want more 


We 


have 


drawers of car 


NAME 
POSITION 


( Please 


Inc., 


lata 


rec 


attach to your | 


WESTPORT 8, CONNECTICUT 
ROTOR CORRES-FILI 


fling with 


usiness letterhead ) 
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wide 
feeder 


speeds 
office paperwork 


COPYFLEX 


tells how on Pages 36-37 


THE MODERN COPYHOLDER 


Promotes Accuracy « Increases Production 
Saves Eyestrain + Portable 


] PLUS TAX 
Attachments for copying from wider sheets 


15 inch eye quide extension — $1 25 
20 inch eye quide extension $1 50 


FREE TRIAL OFFER — us send you 
@ RITE LINE COPYHOLDER with the understanding that 
you Moy return if without chorge within fen days 


RITE-LINE CORP. w 
-LINE co 


HOL 


20 inch BOOKS worth nding 


PRINCIPLES OF HUMAN RELA 
TIONS. with a btitle of “Applica 
nt By Norman 
ht. F. Maier. This book is written for 
din human relations 
is concerned with the 
problems of human relations, new 
techniques and approaches to these 
problems, and the obstacles involved 


problems 


in training people to practice effective 
fechniques 

\ number of case studies are used 
ind) word-ltor-word transcriptions ot 
two problem-solving conferences are 
iven 

Mr Maier is professor of psychol- 

it the University of Michigan 

Where he has taught since 1931. He 
d his edueation at Michigan 
d at the University of Berlin. John 
iley & Sons, Inc., 440-4th Ave., New 
York 16, N.Y. 459 pages 


HOW YOU REALLY EARN YOUR 
IVING \ guide to American eco 
nomics by Dr. Lewis H. Haney, pro 
tessor of economics, Harvard Gradu 
ite School of Business Administration 
Personnel executives who have been 
isting about for an easy-to-under- 
stand, objective text as a base for a 
program o conomic education will 
t! new book. While it lacks the 


tound in economic edu 


cn 
itional material issued by the Politi- 
\ection Committee of the CIO, 
which is written in the language of 
the man in the shop rather than the 
Classroom, lr. Haneyv's book is done in 
it question and answer style. You can 
pick out questions of particular inter- 
est and get an answer without having 
to read through the entire book 

\s might be expected of a book hay 
ing a famed economist as its author 
ome of the answers are difficult for a 
man of average IQ to grasp, but it isa 
| tor those planning to do 


omething about the lamentable lack 


eful too 


understanding most employees 
have as to what puts the money in 
their pay envelopes and why 952 
Prentice-Hall In 70 Fifth Ave 

New York 11, No Y¥. 282 pages. $1.50 


paperbound, $3.00 clothbound 


Dt PONT, THE AUTOBIOGRAPHY 


OF AN AMERICAN ENTERPRISE 


s not one told by a single 
but a story “set down over the 
Ss writter into the records by 


es of tl thousands who hi: 


pated as dav tollowed day 

starts back in 
t summ of 1802, when E. I. du 
Pont de Nemours built a small mill 
indvwine Creek, near Wilming- 


ton, Del. Important events in the his- 
tory of the nation are tied in with 
this autobiography, and pictures are 


strating these 


liberally used in illu 
events. For example there are a 
couple of pages about the Civil War 
explaining how the du Pont mills 
were placed at the disposal of the 
Federal Government, although the 
state of Delaware seemed inclined 
toward the South by tradition and 
sentiment 

In another part of the book, there is 


a section titled, “America Comes of 
Age Pictures show people at a 


Chautauqua lecture, one of the earls 
Woolworth 5-and-10-cent stores, an 
early airplane, and mass-production 
methods at Ford. All this progress is 
woven in with du Pont and the strides 
it Was making in the business world 

As explained by the book itself 
the volume is unlike most historical 
accounts Which express the impres- 
sions of a detached viewpoint; this 
is a book written from the inside out 
rather than from the outside in. It is 
more of a living record than a formal 
history 

Containing 138 pages, the book is 
ibout 4 inches by 12 inches, consider 
ibly larger than the usual volume 
It was published in 1952 and is dis 
tributed by Charles Scribner's Sons 
197 Fifth Avenue, New York 17, N.Y 
Priced at $5 


HOW TO SUCCEED IN BUSINESS 
WITHOUT REALLY TRYING. By 
Shepherd Mead. This book is supposed 
to be “The Dastard’s Guide to Fame 
ind Fortune,” and such intriguing 
chapters as “How to Play Companys 
Politics” and “How to Stop Being a 
Junior Executive" offer some unusual 
suggestions for a businessman 

Written with a light touch that 
should provide a few chuckles, the 
volume has humorous sketches, and a 
tired executive might break the mo- 
notony of a dull day by reading Mr 
Mead's treatise 

Even the publisher calls the book a 
“literary atrocity,” making it plain 
however, that no money-back guar 
antee is offered. The author is listed 
iS a vice-president of Benton and 
Bowles Advertising Agency, and a pic- 
ture on the back cover of the book 
shows him in an old sweatshirt. With 
this photo, Mr. Mead “feels that his 
friends along Madison Avenue will not 
recognize him without his pin stripe 
double-breasted and brave smile Si 
mon and Schuster, Ine 630 Fifth 
Avenue, New York 20, N.Y. 150 pages 
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WHERE TO BUY IT 


Executives Wanted 


Business Forms 


SALARIED POSITIONS 
$3.500 te 655.000 


SAVE UP TO 40% —OF YOUR 
BUSINESS FORMS PRINTING COSTS 


with the Cc & G Pp 


vestignte < used to 


rinting costs by leading industries throughout the country 


Write for full details today! 
Cullom & Ghertner Co...” 


cut 


Business Booklets 


Pirase Mention 
‘AMERICAN BUSINESS’ 


Warryxe ro Apverrisers 


“HOW To WHITE BETTER LETTERS 
by L. Prailey 
If you write or tate 
a as this w 
by Cy 
THE DARTNELL CORPORATION 


Frailey. Sample 


1660 Ravenswood Avenuc, Chicago 40 


SERVICES and SUPPLIES 


Steel Guide Tabs 


Cut them off 
and substitute 


Are Your Guide Tabs 
BROKE) 


Large openings 


ples €5 of lees) 2 cents cach 


hy Dennison Manufactur 


CHAS. C. SMITH Co., Mfr, Box 669, Exeter, Nebr 


Cover Design 
Page 9, 16 
Page 13 


Photo Credits 


Page 22 
Page 62 
Page 63 
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United Press Photo 
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Edward Ozern 
Western Cartridge Co 
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AMERICAN BUSINESS 


WPASHINGTON seems to be all mixed up 

again. Some top brass insist that another 
wave of inflation is on the way. They predict 
it will cost the average family SLOO more to live 
1953 than an 1952. Pwo members of the 
President's cabinet are equally sure that down- 
ward pressures will flatten out the upward 
surge of prices, and everything will be hunky- 
dory. [tis anyone's guess. But as businessmen, 
we want to be realistic. We know that another 
round of pay hikes has started. We know that 
mnateritls are gong to cost more. We know that 
taxes are going to be higher. We know that a 
lot more money is going to be put into cireu- 
lation by stepped-up defense spending. What 
we don't know is how much deflationary forces, 
foany, will hold down those rising costs. So 
isn tit good sense to hope for the best and pre- 
pare for the worst’ Our idea would be to. set 
1953 budgets on the theory that it may cost 
about LO per cent more to stay in business next 
vear, and then plan accordingly. Don't get 
caught with your guard down, especially 
your appropriation for sales promotion and ad- 
vertising. The cost of printing, mailing, mate- 
ritls, and overhead zoomed this vear, so adver- 
ising rates are going up. With a pea-soup fog 
hanging over the outlook for the last half of 
1953, no businessman in his right senses is go- 
inge to reduce his sales-promotional effort the 
first half of that vear. 


The Autos Are Coming! 


An official of the Bo BF. Goodrich Company 
predicts that by 1960, there will be 50 million 
autos on United States highways, and that we 
will be spending 25 per cent more time behind 
the wheel. How much more time we will spend 
looking for a place to park or a way around 
tratlic jams was not mentioned. The fact is, we 
have become a nation with one common purpose 

to go places sitting down. The tlood of autos 
has already changed the face of merchandising. 
It has brought drive-in shopping centers, drive- 
in theaters, drive-in banks, drive-in supermar- 
kets, drive-in motels, to say nothing of car hops 
and grease monkeys. Communities are demand- 
ing that new factories, theaters, churches. 
lodge halls, and all other meeting places pro- 
vide off-the-street parking for one car for every 
eight persons the building accommodates. Toll 


roads are becoming epidemic. Ohio, Indiana, 
New Jersey, Florida, and other states are get- 
ting into the act after looking at Pennsylvania 
turnpike figures. Soon your salesmen can Jump 
into their Cadillacs and drive all the way from 
Chicago to Portland, Maine, over the express- 
ways. Down Florida way, they are having a 
glorious scrap to see where the proposed toll 
road between Jacksonville and Miami will be 
located. Filling-station owners along U. S. 
Highway No. 1 are pulling every political 
string to prevent the toll road from going down 
the center of the state. They don't want to be 
bypassed. 


Building from Within 


It has been well said that the greatest good 
you can do aman is to make him feel important 
and needed. Yet there are some employers in 
these United States who don’t believe it. At 
any rate, they have no plan for developing fu- 
ture executives. They have no evident program 
for seeking out and helping ambitious young 
men and women to get ahead in business. They 
tell vou: “Management development is all well 
and good for billionaire corporations, but we 
can’t afford it.” Actually, no business can af- 
ford NOT to have a plan for developing its su- 
pervisors and executives. When a company has 
to go outside for an executive replacement, 
probably a man who doesn’t even know the 
business, they are paying for a management 
development program without getting any of 
its benefits. This is why American BusrNess 
has given so much editorial attention this year 
to this problem. That is why we have developed 
a “packaged” program which our subscribers 
can use to build future executives. The basis 
for this program is an expense control chart 
2-1/3 by 31. feet in size’ -which points out 189 
operations that offer cost-cutting or growth- 
building opportunities in any business. With it 
we have prepared a self-analysis chart which an 
executive on the way up can use to rate him- 
self, together with a series of bulletins showing 
him specifically what he needs to do to get 
ahead. And for those who wish it, we have pre- 
pared program materials for monthly group 
discussion. It is an effort on our part to help 
you do your part in developing younger men 
to assume the leadership. J.C. AL. 
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‘alonals save us their cost every 9 months!” 


— THE RYAN AERONAUTICAL CO.,SAN DIEGO, CALIFORNIA 


“The flow of our vital precision units 
for aeronautical needs is the result of 
the most modern precision tools. Like- 
wise, the flow of our vital accounting 
production is uniform, swift, and eco- 
nomical, thanks to our Class 31 
National Accounting Machines 
“These remarkable machines cost 
$18,000 and saved $24.000 the first 
year. This saving pays tor the ma- 
chines every 9 months, which will 
annual return on 


give us about 133 
our investment. They handle our 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 


accounts receivable. accounts pavab 
check writing, and cost applications 

“We are most enthusiastic about 
National’s solution to our accounting 
problems. From the engineering stand 
point, too, these machines are marvels 
of precision performance.” 


ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 


| 
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A Calculator that prints 
... and a general-purpose 
adding-figuring machine 


you'll want this 
2-in-1 machine 


The Underwood Sundstrand Automatic _ statistical calculations ... without changing 

Printing Calculator makes a record of what machines. 

it does And how simple it is to operate! It per- 
.and what it does is PLENTY! forms all of its various functions with only 

10 numeral keys, all grouped under the finger 

tips of one hand. And no specially trained 


... Adds... subtracts... multiplies ... divides 


... gives automatic credit balances. 


operator 1s required. 


Both large and small offices find it indis- Thanks to the famous Underwood 


pensable as a general-purpose, multi-purpose Sundstrand Keyboard work is speeded, fa- 


machine tigue reduced, errors cut to a very minimum. 
The Underwood Sundstrand Automatic Yes, look at records... the printed records 
Printing Calculator makes an operator more’ of the Underwood Sundstrand Automatic 


versatile... saves time and money. It enables — Printing Calculator! Consider all that it does 


her to change quickly from payrolls to inven ... for so little money. And you'll ask for a 


tories... from computing interest to figuring demonstration of this 2-in-1 machine today. 


The Grigiae! 
Methed 
ABS-9-52 

+ Underwood Corporation, One Park Avenue, New York 16, N.Y. 


nderwood Corporation 
UNDERWOOD Underwood Sundstrand Automatic Printing Calculator. 


Adding Machines ... Accounting Machines ‘es 
Typewriters Carbon Paper 
Ribbons 
One Park Avenue, New York 16, N.Y ; 
Underwood Limited, Toronto 1, Canada ' ore 
Sales and Service Everywhere City lone State 
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